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instructor's course syllabus outlines prerequisites, required text, 
references, required equipment and materials, instructional process, 
and student evaluation. Competency statements and a course outline 
are included. The instructor's guide presents this- information for 
each unit: contents, unit objectives, required equipment and 
materials, procedures, learning activities, -«nd evaluation. (YLB) 
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Microcomputer Applications for Health Care Prof essionali 
STUDENT' S COURSE SYLLABUS 



COURSE TITLE: MICROCOMPUTER APPLICATIONS FOR HEALTH CARE 
PROFESSIONALS - WORDSTAR 



COURSE NUMBER! 



45 



Prefix No. Lecture Hrs. Lab Hrs. Credit Hrs, 
CATALOG DESCRIPTION; 




PREREQUISITE ; 

Nona 

TEXTS ; 

Essentials of Data Pr ocessing , by Nancy A. Floyd, 
Times Mirror/Mosby College Publishing, 1987. 

Microcomput ers in Health Care Management , by 

William w. Christensen and Eugene I. Stearns, 
Aspen Publication, 1984. 

Understanding and Usi ng WordStar , by Steven C. Ross, 
West Publishing Company, 1986. 

INSTRUCTIONAL PROCESS; 



1, 
2. 
3. 



This is a self-paced course that will take approxi- 
mately 45 hours to complete for 1 hour credit; 

Reading and laboratory assignments can be found in 
the materials, Student's Guide (Laboratory), attached, 

A paper describing the use of microcomputers in 

general, and word processing in particular, in 

the student's health care discipline will be required. 

Tests and quizzes will be given. 
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5. Application program disks, data disks, and tests and 
quizzes are available from the check-out desk in the 
Learning Resource Center. 

6. All laboratory assignments, tests and quizzes, and the 
paper must be completed by the last day of the course. 
Although this is a self-paced course, there is a class 
schedule attached to the Student's Course Syllabus. 
The student may use it as a suggested schedule to 
complete the course if so desired. 

7. The student who has knowledge and experience in any 
of the course content may demonstrate proficiency 
and receive credit for it by successfully completing 
tests, quizzes, laboratory assignments, and/or the 
paper . 



OBJECTIVES; 



After completion of this course, the student will be able 
to: 

1. Understand basic information concerning computer 
systems 



2. Demonstrate proficiency in wordprocessi 



ng 



3. Understand applications of wordprocessing in 
health care 



EVALUATION OF STUDENTS : 

Examinations: Two unit tests will be given. 

Quizzes: Two quizzes will be given periodically. E?ch 
quiz will be similar to exam questions. 

Paper: One paper will be required. 

Laboratory Assignments: These will be found in the 
Student's Guide (Laboratory). 



Student's Course Syllabus (WordStar) 
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FINAL GRADE DETERMINATION : 

Grades for the semester will be determined based on the 
accumulated points earned. To determine a tentative grade, 
divide the total points earned by the total possible points. 
The grading scale will be strictly 90, 80, 70, 60 percent of 
the possible points. 

approximately 40% of the total points will be from lab 
assignments, 20% from tests, 20% from quizzes, and 20% from 
the paper. 



Student's Course Syllabus (WordStar) 
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CLASS SCHEDULE: 



Week 

No. Description 

INTRODUCTION/OVERVIEW 



1 

2 



Due 



Information on Computer Quiz 1 
Systems 

Information on Computer Test 1 
Systems (Cont.) 

WORDPROCESSING: WORDSTAR 



Getting Started on Your Lab 1 

Microcomputer 

Fundamental Operations 

The WordStar Enviornment 

Creating a Document 

File Management 



Quick Look At Menus 
Menu Editing Commands 
Markers and Block Move, 
Copy and Delete 



Find and Replace 
File Operations 
Onscreen Formatting 



Lab 2 
Appli. Al 
Appli. A2 



Quiz 2 
Lab 3 
Appli. Bl 
Appli. B2 



Pagination, Headings 
and Footings 

Printing Special Effects 



Lab 4 
Appli. CI 
Appli. C2 



Assignment 



Essentials of 
Data Processing 

Chapters 1, 2, 

3, and 4 

Chapters 1, 2, 3, 

4, €, 8, 9, 10 



Understanding and 
Using WordStar 



Appendix A 



Part 1: 
Part 1: 
Part 1: 
Part 1: 



Page 1 
Unit 1 
Unit 2 
Unit 3 



Application Al 
Application A2 



Part 1 
Part 1 
Part 2 
Application 
Application 



Unit 4 
Unit 5 
Unit 6 
Al 
A2 



Application Bl 
Application B2 



Part 2 
Part 2 
Part 2 
Applicati 
Applicati 
Applicati 
Applicati 
Applicati 
Applicati 
Applicati 



Unit 7 
Unit 8 
Unit 9 
on Bl 



on 
on 
on 
on 
on 
on 



B2 
CI 
C2 
Dl 
D2 
D3 



Part 2: Unit 10 

Part 2: Unit 11 
Application Dl 
Application D2 
Application D3 



Student's Course Syllabus (WordStar) 
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Week 

No. Description 

7 Print Command Options 
Help Menu 



Applications for Health 
Care Professionals 



Due 

Test 2 
Lab 5 
Appli. Dl 
Appli. D2 
Appil. D3 
Paper 



Assignment 

Part 2: Unit 12 
Part 2: Unit 13 
Application Dl 
Application D2 
Application D3 



Microcomp uters 
in Health Care 
Management 

Chapters 3 and 5 

Paper assignment 



Student's course Syllabus (WordStar) 
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STUDENT' S GUIDE (READINGS} 
Unit 1 



Unit Title; Information on Computer Systems 

Contents of Unit ; 

1. The components of computer hardware 

2. The two basic types of software 

I' IS! !?C in Y h , ich °P er «t in 9 »yttems can be used 
c I? different levels of programming languages 
b. The historical development of computers 

KiS^MSKJ 1 " in bu,in,ss ' meaicine ' allied 

7. The factors to be considered in selectinq a 
microcomputer 

8. The factors to be considered in selectinq 
applications software 

! he basic conce Pts of telecommunications 
10. The components of the information processing cycle 

Unit Objectives ; Upon completion of this unit, the student 
will be able to: 

1. Define the term computer 

2. Recount the evolution of computers 

3. Discuss how computers affect our lives 

4. Describe the characteristics of the various input 
and output devices F 

5. Explain the differences between sequential and 
random access and the advantages of each 

6. Explain the purpose of secondary storage 

7. List several devices that must be accessed 



8. 
9. 



££!in Sii^f !f f 6Ve f al l hat ^ be a «essed randomly 
Explain how data is stored on disk and on tape 

Identify the components of the central processing 



10. Describe what occurs during a machine cycle 

11. Explain how main storage differs from secondary 
storage and the purpose of each 

processing^* between ""^"Programming and multi- 

13. Discribe the purpose of an operating system and 
compares several current ones 

14. Explain what software is 
Discuss custom programming and why it is necessary 



15. 
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16. Describe several popular types of applications 
software: electronic spreadsheets, word processing 
programs , and integrated software 

17. Explain what is meant by high- and lew-level languages 

18. Discuss why so many languages exist and describes 
several of them 

19. Explain the purpose of query languages 

20. Describe what is meant by natural languages 

Rationale: Students must understand and be able to describe 

basic information and concepts concerning computer 
systems in general. 



Learning Activities : Essentials of Data Processing 

Read Chapters 1, 2, 3, and 4 

Unit Evaluation : Quiz #1 and Test #1 



Terms (vocabulary } : 



input device 
random access 
disk 

machine cycle 
operating system 
custom programming 
word processing 
word processing 

programs 
natural languages 



output device 
secondary storage 

tape 
main storage 

software 
query languages 
integrated software 
low- level language 
applications 

software 



computer 

sequential access 
data 

central processing 

unit (CPU) 
programming 
electronic 

spreadsheets 
high-level 

language 



Student's Guide (Readings) Unit 1 
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STUDENT' S GUIDE ( READINGS ) 
Unit 2 

Unit Title; Information on Computer Systems (Cont.) 

Contents of Unit ; 

1. The microv impute r revolution 

2. The database and its evolution 

a It* u SS f C conce P ts of electronic spreadsheets 
The basic concepts of wordprocessing 

5. The basic concepts of database management 

6. The use of graphics 

7. The use of networking 

B. The current issues in telecommunications 

Unit Obiectives ; ^completion of this unit, the student 

1. Discuss the history of the microcomputer revolution 

2 * mL S ^co b mpu^r UniqUe h ' rd ™« ch «-?eristics Jf'S 

3. Explain what a "supermicro" is 

4. Discuss the various uses of microcomputers 
3. Evaluate microcomputer hardware 

6. Evaluate software 

7. Know how to care for the microcomputer system 

8. Define database ojoucm 

9. Discuss why database evolved 

i! r D ?e? r ^ e th ? P" r P° s « of « q««ry language 

system" functi ons of a database management 

12. Name the three most common types of database 
organization and describes their structure 
liZS'SnSl K°5 1 ! ms «*»ing «r« the collection of 
till nr?Si data in a central location and problems 

n Z ? Privacy, security, and ethics 

15 Slfiffl! V s P read fheet is and how it is used 
£22 i be 4 word Processing and its advantages over 
5? tv P in 9 and using a memory typewriter 

17 ' Sl??n! S wa y s 4 that database is used on a microcomputer 
gra P h f cs and describes how they are used in 
a microcomputer environment 

18. Discuss the features, such as windowing, that are 
used in these packages 

19 ' components telecommunica tions system and its hardware 

20. Explain what is meant by "handshaking" 
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21. Identify several types of communication links 

22. Define a network 

23. Describe several network configurations 

24. Discuss the advantages and disadvantages of 
distributed data processing 

25. Differentiate between distributed data processing and 
a distributed database 

26. Discuss the current issues in telecommunications: 
privacy, security, and integrity 

27. Discuss current trends in telecommunications 



Rationale: Students must understand and be able to describe 
basic information and concepts concerning micro- 
computers, word processing, electronic spreadsheets, 
database management, and telecommunications. 



Learning Activities : Essentials of Data Processing 

Read Chapters 1, 2, 3, 4, 6, 8, 9, and 10 



Unit Evaluation : Test #1 



Terms (vocabulary) : 



microcomputer 
software 
query language 
data privacy 
data ethics 
graphics 

telecommunications 

system 
telecommunications 

integrity 
telecommunications 

security 



hardware 

microcomputer system 
centralized data 
data security 
spreadsheet 
windowing 

communication links 
data processing 
telecommunications 
privacy 
telecommunications 
trends 



supermicro 
database 

database manage* 

ment system 
wordprocessing 
handshaking 

network 
distributed data 

processing 
distributed 

database 



Student's Guide (Readings) Unit 2 
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STUDENT' S GUIDE {WORDSTAR) 
Unit 3 



Unit Title; WordStar 



Contents of Unit: 



1. Getting started on Your Microcomputer 

2. Fundamental Operations 

3. The WordStar Enviornment 

4. Creating a Document 

5. File Management 

Unit Objectives; Upon completion of this unit, the student 
will be able to; 

1. Prepare a disk for use 

2. Copy single files 

3. Copy all files 

4. Copy an entire disk 

5. Identify disk(s) to start WordStar 

6. Describe how WordStar uses the keyboard 

7. Identify the levels of operation of WordStar 

8. Load the WordStar program 

9. Describe a document file 

10. Identify what IBM PC keyboard keys substitute for 
common cursor movement keys 

11. Create a new document 

12. Edit a previously created document 

13. save a file to disk 

14. Print a file 

15. Describe file naming conventions 

16. Identify how to use file names to your advantage 

17. Describe how WordStar's automatic backup system 
functions 

18. Create backup files on a data disk 

Rationale; Students must understand and be able to 

demonstrate proficiency in executing basic procedur 
and commands. 
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Learning Activities ; Laboratory 1 

Understanding and 
Using WordStar 

Appendix A 

Part 1: Page 1 
Part 1: Unit 1 
Part 1: Unit 2 
Part 1: Unit 3 
Application Al 
Application A2 



Unit Evaluation ; Application Al 

Application A2 
Quiz #2 
Test #2 



Terms (vocabulary) ; 



disk operating function keys 

system (DOS) toggle key functions 

numeric keypad keys loading DOS 

startup procedures shutdown procedures 

default drive disk preparation 

copying files copying an entire disk 

erasing files pause display 

commands levels of operation 

logged disk drive opening a document 

entering text file 

exiting to the printing 

opening menu file names 

backup extensions 



main menu 
caps lock key 
the DOS prompt 
DOS commands 
disk directory 
deleting files 
saving files 
opening menu 
exiting WordStar 
multiple key 

combinations 
print screen 

function 



Student's Guide (WordStar) Unit 3 



Microcomputer Applications for Health Care Professional, 



STUDENT ' S flriTDE (WORDSTAR) 
Unit 4 



ffnit Title: WordStar (Cont.) 

Contents of Unit ; 

J. Quick Look At Menus 

2. Menu Editing Commands 

3. Markers and Block Move, Copy and Del 



ete 



t. e bo« r of th . ..cJf'^^^ »«. e «^p f 

J* J;n3 te w text on a lin « 

4. Underline or boldface text 

a. Abandon the version nf <j i 

6. Change the h"p level Ue cur « n "y being edited 

11. Delete an entire line 

12. Insert a hard return 



13. stop a command 
14 - 



15.' Sa^ErK^i" !"S bl ° Ck ^"tions 
16 !n«. %?f 8 in a d °cument 

in »?I a bl °ck of text 

Move* a an bl^ k SP J? y t%x t J% bl0Ck ° arkers 

20. Make a copy 0 ? a Mock n? ? ne . pl f Ce to another 
document ° Ck 0f text elsewhere in the 

21. Delete a block of text 



commands. executing basic procedures and 
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Learning Activities : Laboratory 2 

Understanding and 
Using WordStar 

Part 1: Unit 4 
Part 1: Unit 5 
Part 2: Unit 6 
Application Al 
Application A2 
Application Bl 
Application B2 



Unit Evaluation : Appl i ca t i on Al 

Application A2 

Application Bl 

Application B2 
Quiz #2 
Text #2 



Terms (vocabulary) : 



quick menu 
block menu 
cursor movement 
repeat command 
markers 

copying a block 
automatic markers 



onscreen menu 
help menu 
scrolling 
stopping commands 
block markers 
partial line 
deletion 



print menu 
insert mode 
delete 

moving a block 
numbered markers 
deleting a block 



Student's Guide (WordStar) Unit 4 
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STUDENT" S GUIDE (WORDSTAR } 
Unit 5 



Unit Titlet WordStar (Cont.) 

C ontents of Unit ! 

1. Find and Replace 

2. File Operations 

3. Onscreen Formatting 

Unit Ob1*ctives : J^'ompletion of this unit, the student 

1. Differentiate between find and replace operations 

2. Find a character string in a document peracions 

cna n ?a?te? a s?rJng repUceS U vith anoth « 

4. Repeat either of the above operations 

STt^oSSLS - replace options t0 contro1 the 

V. fa." 1 ' °P«" io '« »v,il,bl. in Wordstar 

8. Copy a file 

9. Delete a file 

10. Display or suppresses the file directory 
1? S r }H t ° ne file while Siting another 

disk e file l0C fr ° m thC document bein 9 edited to a 

i!' S ea ? I file int0 the document being edited 

15 ?^^fj 0m ^ he / ain Menu t0 the operating system 

15. Identify the formatting accomplished via the 
Onscreen Menu 

16. Reset the left and right margins 

17. Release the margins 

18. Set and removes tabs 

19. Center a line 

20. Turn right-margin justification on and off 

21. Turn hyphen help on and off 

22. Suppress the display of Print Menu formatting 
characters y 

Rationale: Students must understand and be able to demonstrate 
proficiency in executing basic procedures and 
commands • 
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Learning Activities ! Laboratory 3 

Understanding and 
Using WordStar 

Part 2: Unit 7 
Part 2: Unit 8 
Part 2: Unit 9 
Application Bl 
Application B2 
Application CI 
Application C2 
Application Dl 
Application D2 
Application D3 



Unit Evaluation : Application Bl 

Application B2 

Application CI 

Application C2 

Application Dl 

Application D2 

Application D3 
Quiz #2 
Te^l, #2 



Terms (vocabulary) : 



find vs. replace 
repeating find 

and replace 
block reading 

and writing 
tabs 



find operations 

find options 

file management 

save command 

margins 

line functions 



replace operations 
replace options 
printing while editing 
exit command 
marginal mathematics 
toggles 



Student's Guide (WordStar) Unit 5 
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STUDENT' S GUIDE ( wnpngT&pj 
Unit 6 

Unit Title ; WordStar (Cont.) 

Contents of Unit t 

1. Pagination, Headings and Footings 

2. Printing Special Effects 

Unit Objectives ; Upon completion of this unit, the student 
will be able to; 

1. Describe a dot command 

2. Describe a page break 

3. Describe headings and footings 

4. Start a new page 

5. Start a new page if fewer than a certain number of 
lines remain on the current page 

6. Eliminate page numbering 

7. Change the number assigned to a paqe 

8. Specify a heading text 

9. Specify a footing text 

10 * Sr!^ ibC 1 fundament ? 1 operational differences between 

11 „"? ? 9 u »JJty and letter quality printers 

11. Utilize all the Print Menu special effects commands 



Rationale : Students must understand and be able to demonstrate 
proficiency in executing basic procedures and 
commands. 



Learning Activities ; Laboratory 4 

Understanding and 
Using WordStar 

Part 2: Unit 10 
Application CI 
Part 2: Unit 11 
Application Dl 
Application D2 
Application D3 




MICROCOMPUTER APPLICATIONS FOR HEALTH CARE PROFESSIOWALS 

Unit Evaluation : Application CI 

Application Dl 

Application D2 

Application D3 
Test #2 



Terms (vocabulary) : 



dot commands page breaks page numbering 

headings footings justification 

special effects boldfacing double striking 

underscore superscript subscript 

overprint character non-break space 
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Microcomputer Applications for Health Care Professionals 

STUDENT' S GUIDE (WORDSTAR AND READINGS) 
Unit 7 



Unit Title ; WordStar (Cont.) 

Applications for Health Care Professionals 

Contents of Unit ; 

1. Print Command Options 

2. Help Menu 

3. Applications for Health Care Professionals 

Unit Objectives; Upon completion of this unit, the student 
will be able to; 

Concerning WordStar; 

1. Describe each of the various print options 

2. Print a file 

3. Print only selected pages of a document 

4. Print a file without page formatting 

5. Print on single sheets of paper 

6. Interrupt printing 

7. Describe the levels of help available during editing 

8. Obtain Help on several different topics 

Concerning the importance to health care: 

1. Discuss "is the Microcomputer for You?" 

2. Describe selecting the microcomputer 

3. Discuss introducing the system 

4. Discribe programs in action 

5. Describe information centers 

6. Describe hardware 

7. Describe software 

8. Discuss certralized versus decentralized word 
processing 

9. Describe list management 

10. Discuss facilities management 

11. Discuss policy manuals and phone directories 

12. Describe word processing in the medical records 
department 

13. Describe word processing potential 
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> + Rationale: Students must understand and be able to demonstrate 

proficiency in executing basic procedures and 
{ commands and the importance to health care 

I professionals. 



Learning Activities : Laboratory 5 

Understanding and 
Using WordStar 

Part 2: Unit 
Part 2: Unit 
Application 
Application 
Application 

Readings 

Microcomputers 
in Health Care 
Management 

Chapters 3 and 5 



12 
13 
Dl 
D2 
D3 



Paper assignment 

Unit Evaluation : Application Dl 

Application D2 
Application D3 
Test #2 

Paper assignment 
Terms (vocabulary) : 



print options interrupting printing help menu 

setting help levels on-line help functions 



J' 
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Microcomputer Applications for Health Care Professionals 

STUDENT' S GUIDE ( LABORATORY ) 

Assignment #1 - Lab 1 
Unit Title : WordStar 

Assignment Is Associ ated With : unit 3 - WordStar 
Time Required : 7 hours 

Objectives : Upon completion of this lab, the student will 
be able to: 

1. Prepare a disk for use 

2. Copy single files 

3. Copy all files 

4. Copy an entire disk 

5. Identify disk(s) to start WordStar 

6. Describe how WordStar uses the keyboard 

7. Identify the levels of operation of WordStar 
o. Load the WordStar program 

9. Describe a document file 

10. Identify what IBM PC keyboard keys substitute for 
common cursor movement keys 

11. Create a new document 

12. Edit a previously created document 

13. save a file to disk 

14. Print a file 

15. Describe file naming conventions 

16. Identify how to use file names to your advantage 

17. Describe how WordStar's automatic backup system 
xunctions 

18. Create backup files on a data disk 



Materials Required : 

Self-Study: 

Textbook 
Laboratory: 
Textbook 

One (1) Floppy Disk 
WordStar Program Disk 

WordStar Data Disk from West Publishinq Co 
IBM PC 3 



1 
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Laboratory Handouts : None 



Learning Activities (assignments) : 
Laboratory: Complete Lab 1 



Understanding and Using WordStar 

1. Appendix A 

2. Part 1: Page 1 

3. Part 1: Unit 1 

4. Part 1: Unit 2 

5. Part 1: Unit 3 

6. Application Al 

7. Application A2 



1. Read assignments in textbook 

2. Prepare a disk for use 

3. Practice WordStar commands in textbook 

4. Answer Reviews Questions (if included) 

5. Complete the Guided Activities (if included) 

6. Complete Applications Al and A2 

7. Complete Quiz 2 

8. Complete Test 2 



Evaluation : 

Self-Stud/: 

Quiz #2 (objective) 

Test #2 (objective) 
Laboratory: 

Applications Al and A2 (performance) 



Steps : 



Student's Guide (Laboratory) Assignment 1 - Lab 1 
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STUDENT' S GUIDE (LABORATORY) 
Assignment #2 - Lab 2 



Unit Title; WordStar 



Assignment is Associated with ; Unit 4 - WordStar 
Time Required ; 7 hours 



Objectives ; Upon completion of this lab, the student will 
be able to: 

1. Describe the five menus subordinate to the Main Menu 

2. Move to the left or right side of the line, the top or 
bottom of the screen, and the beginning or end of the 
file 

3. Center text on a line 

4. Underline or boldface text 

5. Abandon the version of the file currently being edited 

6. Change the help level 

7. Differentiate between insert and over-strike modes 

8. Scroll the document up or down 

9. Delete a word at a time 

10. Delete part of a line 

11. Delete an entire line 

12. insert a hard return 

13. Stop a command 

14. Describe markers and block operations 

15. Place markers in a document 

16. Move the cursor to those markers 

17. Mark a block of text 

18. Hide and displays the block markers 

19. Move a block of text from one place to another 

20. Make a copy of a block of text elsewhere in the 
document 

21. Delete a block of text 
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Materials Required : 

Self-Study: 

Textbook 
Laboratory: 

Textbook 

One (1) Floppy Disk 
WordStar Program Disk 

WordStar Data Disk from West Publishing 
IBM PC 



Co, 



Laboratory Handouts : None 

Learning Activities (assignments) : 
Laboratory: Complete Lab 2 

Understanding and Using WordStar 

1. Part 1: Unit 4 

2. part 1: Unit 5 

3. Part 2: Unit 6 

4. Application Al 

5. Application A2 

6. Application Bl 

7. Application B2 



STEPS: 



1. Read assignments in textbook 

2. Practice WordStar commands in textbook 

3. Answer Reviews Questions in textbook 
(if included) 

4. Complete the Guided Activities in textbook 
(if included) 

&. Complete Quiz 2 
6. Complete Test 2 



Evaluation: 



Self-Study: 

Quia #2 

Test #2 
Laboratory: 

Applications Al and A2 

Applications Bl and B2 



( objective ) 
( objective ) 



(performance) 
(performance ) 
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Microcomputer Applications for Health Care Professionals 

STUDENT" S GUIDE (LABORATORY) 
Assignment #3> - Lab 3 

Unit Title ; WordStar 

Assignment Is Associated With ; Unit 5 - WordStar 
Time Required ; 7 hours 

Objectives; Upon completion of this lab, the student will 
be able to: 

1. Differentiate between find and replace operations 

2. Find a character string in a document 

3. Find a character string and replaces it with another 
character string 

4. Repeat either of the above operations 

5. use the find and replace options to control the effect 

6. Describe the file operations available in WordStar 

7. Rename a file 

8. Copy a file 

9. Delete a file 

10. Display or suppresses the file directory 
U. Print one file while editing another 

12. Write a block from the document being edited to a 
disk file 

13. Read a file into the document being edited 

14. Exit from the Main Menu to the operating system 
lb. Identifie the formatting accomplished via the 

Onscreen Menu 

16. Reset the left and right margins 

17. Release the margins 

18. Set and removes tabs 

19. Center a line 

20. Turn right-margin justification on and off 

21. Turn hyphen help on and off 

22. Suppress the display of Print Menu formatting 
characters 
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Materials Required : 

Self-Study: 

Textbook 
Laboratory: 

Textbook 

One (1) Floppy Disk 
WordStar Program Disk 

WordStar Data Disk from west Publishing Co. 
IBM PC 



Laboratory Handouts: None 



Learning Activities (assignments) : 
Laboratory: Complete Lab 3 
Understanding and Using WordStar 

1. Part 2: Unit 7 

2. Part 2: Unit 8 

3. Part 2: Unit 9 

4. Application Bl 

5. Application B2 

6. Application CI 

7. Application C2 

8. Application Dl 

9. Application D2 

10. Application D3 



Steps : 

1. Read assignments in textbook 

2. Practice WordStar commands in textbook 

3. Answer Reviews Questions in textbook (if included) 

4. Complete the Guided Activities in textbook (if included) 

5. Complete Quiz 2 

6. Complete Test 2 



Evaulation : 

Self-Study: 

Quiz #2 (objective) 
Test #2 (objective) 

Laboratory: 

Applications Bl and B2 (performance) 
Applications CI and C2 (performance) 
Applications Dl, D2 and D3 (performance) 
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Microcomputer Applications for Health Care Professionals 

STUDENT' S GUIDE ( LABORATORY } 
Assignment #4 - Lab 4 

Unit Title t WordStar 

Assignmen t Is Associated With ; Unit 6 - WordStar 
Time Required ; 7 hours 

Objectives; Upon completion of this lab, the student will 
be able to; 

1. Describe a dot command 

2. Describe a page break 

3. Describe headings and footings 

4. Start a new page 

5. Start a new page if fewer than a certain number of 
lines remain on the current page 

6. Eliminate page numbering 

7. Change the number assigned to a page 

8. Specify a heading text 

9. Specify a footing text 

10. Describe fundamental operational differences between 
draft quality and letter quality printers 
Utilize all the Print Menu special effects commands 
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Materials Required ; 

Self-Study: 

Textbook 
Laboratory: 

Textbook 

One (1) Floppy Disk 
WordStar Program Disk 

WordStar Data Disk from west Publishing Co. 



Laboratory Handouts : None 
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I Learning Activities (assignments) ; 

r 

{ Laboratory: Complete Lab 4 

f Understanding and Using WordStar 

1. Part 2: Unit 10 

• 2. Part 2: Unit 11 

3. Application Dl 

,f 4. Application D2 

; 5. Application D3 

* Steps : 

1« Read assignments in textbook 

2. Practice WordStar commands in textbook 

; 3. Answer Reviews Questions in textbook (if included) 

■ 4. Complete the Guided Activities in textbook (if included) 

5 5. Complete Test 2 



Evaluation : 

Self-Study: 

Test #2 (objective) 
Laboratory: 

Applications Dl, D2 and D3 (performance) 



vERIC 
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STUDENT' S GUIDE (LABORAlv JO 
Assignment #5 - Lab 5 

Unit Title : WordStar 

Assignment Is Associated With : Unit 7 - WordStar 
Time Required : 7 hours 

Objectives: Upon completion of this lab, the student will 
be able to: 

Concerning WordStar: 

1. Describe each of the various print options 

2. Print a file 

3. Print only selected pages of a document 

4. Print a file without page formatting 

5. Print on single sheets of paper 

6. Interrupt printing 

7. Describe the levels of help available during editing 

8. Obtain Help on several different topics 

Concerning the importance to health care: 

1. Discuss "Is the Microcomputer for You?" 

2. Describe selecting the microcomputer 

3. Discuss introducing the system 

4. Describe programs in action 

5. Describe information centers 

6. Describe hardware 

7. Describe software 

8. Discuss certralized versus decentralized word 
processing 

9. Describe list management 

10. Discuss facilities management 

11. Discuss policy manuals and phone directories 

12. Describe word processing in the medical records 
department 

13. Describe word processing potential 
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Materials Required ; 

Self-Study: 

Textbook 
Laboratory: 

Textbook 

One (1) Floppy Disk 
WordStar Program Disk 

WordStar Data Disk from west Publishing Co. 
IBM PC 



Laboratory Handouts : None 



Learning Activities (assignments) : 
Laboratory: Complete Lab 5 

Understanding and Using WordStar 

1. Part 2: Unit 12 

2. Part 2: Unit 13 

3. Application Dl 

4. Application D2 

5. Application D3 

Microcompu ters in Health Care Management 

Chapter 3 
Chapter 5 



1. 
2. 

Paper: 



1. Use of microcomputers in the student's health 
care discipline 

2. use of word processing in the student's health 
care discipline 



Step s: 

1. Read assignments in textbook 

2. Practice WordStar commands in textbook 

3. Answer Reviews Questions in textbook (if included) 

4. Complete the Guided Activities in textbook (if included) 
d. Complete Test 2 

6. Complete paper 
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Evaulation : 

Self-Study: 

Test #2 (objective) 
Laboratory: 

Applications Dl, D2 and D3 (performance) 

Paper 
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INSTRUCTOR' S COURSE SYLLABUS 



COURSE TITLE; MICROCOMPUTER APPLICATIONS FOR HEALTH CARE 

PROFESSIONALS - WORDSTAR 



COURSE NUMBER: 



45 



Prefix No. Lecture Hrs. Lab Hrs. Credit Hrs. 
CATALOG DESCRIPTION; 




PREREQUISITE ; 
None 

TEXTS ; 



Essentia ls of Data Processing , by Nancy A. Floyd, 
Tines Mirror/Mosby College Publishing, 1987. 

Microcomp uters in Health Care Management , by 

William w. Christensen and Eugene I. Stearns, Aspen 
Publication, 1984. 

Understan ding and Using WordStar , by Steven c. Ross, 
West Publishing Company, 1986. 

NOTE TO INSTRUCTOR; y OU may want to have several copies 

!r e u! :extb00k ' Microcompu ters in Health Care Management , 
available to students on reserve in the library if the 
cost of textbooks is a concern. 
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ALTERNATE TEXTS ; 

Concepts and Issues in Health Care Computing . 

by H. Dominic Covvey, Nancy H. Craven, and 
Neil H. McAlister, C. V. Mosby Company, 1987. 

Using IBM Microcomputers, by Keiko M. Pitter and 

Richard L. Pitter, Mitchell Publishing, inc., 1986. 



REFERENCES : 

Computer Annual, by Robert H. Blissmer, John Wiley 
& Sons, 1986-1987. 

Four Software Tools , by Tim Duffy, Wadsworth 
Publishing Company, a 987. 

Power Pack for the IBM -C, by Dravillas/Stillwell/ 

Williams, Times Mirror/Mosby College Publishing, 1986. 

Understanding and Using Microcomputers , by Steven M. 

Zimmerman and Leo M. Conrad, west Publishing Company, 



Using Ap plications Software , by Donald H. Bell, 
Ashton-Tate Publishing Group, 1986. 



EQUIPMENT AND MATERIALS REQUIRED ; 

HARDWARE: IBM PC with 2 disk drives and compatible 
printer per student 

SOFTWARE: WordStar software and manual per student 

WordStar Data Disk from west Publishing Co. 



INSTRUCTIONAL PROCESS : 

1. This is a self-paced course that will take approxi- 
mately 45 hours to complete for 1 hour credit. 

2. Reading and laboratory assignments can be found in 
the materials, Student's Guide (Laboratory), attached. 

3. A paper describing the use of microcomputers in 
general, and word processing in particular, in the 
student's health care discipline will be required. 

4. Tests and quizzes will be given. 
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5. Application program disks, data disks, and tests and 
quizzes are available from the check-out desk in the 
Learning Resource Center. 

6. All laboratory assignments, tests and quizzes, and the 
paper must be completed by the last day of the course. 
Although this is a self-paced course, there is a class 
schedule attached to the Student's Course Syllabus. 
The student may use it as a suggested schedule to 
complete the course if so desired. 

7. The student who has knowledge and experience in any 
of the course content may demonstrate proficiency 
and receive credit for it by successfully completing 
tests, quizzes, laboratory assignments, and/or the 
paper. 

NOTE TO INSTRUCTOR ; 

The textbook, Essentials of Data Processing , by 
Nancy A. Floyd comes with complementary copies of 
an instructor's guide, a test bank and a student 
study guide. A computerized testing package, 
Microtest, is also complementary when twenty-five 
(25) or more copies of the textbook is ordered for 
students to purchase. Contact C. V. Mosby Company 
at 1-800-325-4177 for procedures to secure these items. 

The textbook on WordStar comes with complementary 
copies of an instructor's manual and test bank and the 
data disk listed in the software needs section. Contact 
West Publishing Co. at 1-800-328-9424 for procedures to 
secure these items. 



EVALUATION Ot STUDENTS ; 

Examinations: Two unit tests will be given. 

Quizzes: Two quizzes will be given periodically. Each 
quiz will be similar to exam questions. 

Paper: One paper will be required. 

Laboratory Assignments: These will be found in the 
Student's Guide (Laboratory). 
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NOTE TO INSTRUCTOR : 

Items for tests and quizzes on the Floyd and Ross 
textbooks are located in the materials available 
from the respective publishers. 

Items for tests and quizzes on the textbook, Microcom- 
puters in Health Care Management , by Christensen and 
Stearns are attached to the Instructor's Syllabus. 



FINAL GRADE DETERMINATION t 

Grades for the semester will be determined based on the 
accumulated points earned. To determine a tentative grade, 
divide the total points earned by the total possible points. 
The grading scale will be strictly 90, 80, 70, 60 percent of 
the possible points. 

Approximately 40% of the total points will be from lab 
assignments, 20% from tests, 20% from quizzes, and 20% from 
the paper. 



COMPETENCY STATEMENTS : 

By the end of the course, the student will be able to: 

1. Initialize a diskette. 

2. Prepare a backup file. 

3. Maintain a backup file. 

4. Create documents using word processing software. 

5. Edit, save, and retrieve documents using HPS • 

6. Print document using continuous-feed paper on dot 
mat-* etter quality, and/or laser printer. 

7. Prii. cument using single-sheet paper. 

8. Output .reformation according to sort criteria. 

9. Send and receive messages via electronic mail system. 

10. Merge text files using WPS. 

11. Log on to use network software. 

12. Explain the basic concepts of word processing. 

13. Describe the components of a word processing system. 

14. Describe the components of the information processing 
cycle. 

15. Describe the various technologies used to create, 
store, retrieve, process, and distribute information, 
used. 

16. Explain the basic concepts of telecommunications. 

17. Define desktop publishing. 

18. Describe the conponents of computer hardware. 

19. Describe the two basic types of software. 

20. Explain the ways in which operating systems can 
be used. 

21. Describe the different levels of programming 
languages. 
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22. Describe the role of computers in business and 
society. 

23. Explain the use of a local area network. 

24. Describe the factors to be considered in selectinq 
a computer. ' 

25. Describe the factors to be considered in selecting 
applications software. 

Describe the role of computers in business and societ 
(hospitals). 



26. 



COURSE OUTLINE i 



CONTENTS OF UNIT Is information on Computer Systems 

1. The components of computer hardware 

2. The two basic types of software 

I' H e 2f¥! in which operating systems can be used 
«. The different levels of programming languages 

The role of computers in business, medicine, allied 

health and society 

6. The factors to be considered in selecting a 
microcomputer 

7. The factors to be considered in selecting 
applications software 

8. The basic concepts of telecommunications 

9. The components of the information processing cycle 

CONTENTS OF UNIT 2: Information on Computer Systems (Cont.) 

1. The microcomputer revolution 

2. The database and its evolution 

3. The basic concepts of electronic spreadsheets 

4. The basic comcepts of wordprocessing 

5. The basic concepts of database management 
o. The use of graphics 

7. The use of networking 

8. The current issues in telecommunications 



CONTENTS OF UNIT 3: Wordprocessing - WordStar 

1. Getting started on Your Microcomputer 

2. Fundamental Operations 

3. The Wordstar Enviornment 

4. Creating a Document 

5. File Management 
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CONTENTS Oi. UNIT 4: Wordprocessing - WordStar 

1. Quick Look At Menus 

2. Menu Editing Commands 

3. Markers and Block Move, Copy and Delete 

CONTENTS OF UNIT 5: Wordprocessing - WordStar 

1. Find and Replace 

2. File Operations 

3. Onscreen Formatting 

CONTENTS OF UNIT 6: Wordprocessing - WordStar 

1. Pagination, Headings and Footings 

2. Printing Special Effects 

CONTENTS OF UNIT 7: Wordprocessing - WordStar 

1. Print Command Options 

2. Help Menu 

3. Applications for Health Care Professionals 
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Instructor's Course Syllabus 

Microcomputer Applications for Health Care Professionals 

Test Items for Textbook; 
Microcomputers in Health Care Manag ement 

CHAPTER 3 ; 

1. Microcomputers are generally designed to be used: 

a. by one person at a time 

b. as part of a network 

c. in conjunction with a minicomputer 

d. as an adjunct to a mainframe computer 

Answer: a Reference: p. 38 

2 * cSn S ?d^ii« P ^ tant °^ ective t0 keep in mind while 

considering the purchase of a microcomputer system is 

a. the cost 

b. what applications programs will be used 
its intended use 

d. the memory capacity 

Answer: c Reference: p. 38 

3. Which is not a limitation of microcomputer programs? 

a. the external memory available 

b. the internal memory available 

c. the types of application programs available 

d. the actual algorithms in the program itself 

Answer: c Reference: p. 40 

4. Health care staff members aay feel 0 f ten 
associated with the introduction onS^chnolSgy. 

a. relief 

b. anxiety 

c. excitement 

d. possessiveness 

Answer: b Reference: p. 42 
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CHAPTER 3 cont. 

5. To encourage the health care staff to use the micro- 
computer coru ructively: 

a. develop a schedule so everyone works on the 
computer everyday 

b. assign one person at a time to work with an 
application program until he knows it well 

c. arrange demonstrations that show the effective- 
ness of the microcomputer by experts 

d. make assignments that allow staff members to 
interact with the computer in a useful and 
successful way 

Answer; D Reference: p. 43 



CHAPTER 5 : 

1. In microcomputer word processing, the two basic types 
of memory are: 

a. ROM-based and RAM-based 

b. tape-based and disk-based 

c. RAM-based and disk-based 

d. ROM-based and tape-based 

Answe;;: C Reference: p. 130 

2. The mass storage system typically used with a micro- 
computer is: 

a. the floppy disk 

b. magnetic tape 

c. the hard disk 

d. magnetic disk 

Answer: A Reference: p. 130 

3. Spooling means: 

a. text can be continuously scrolled on the CRT 

b. the user can interact with the rvstem while the 
systeu is printing tej*t 

c. the rotation of the floppy disk in the disk drive 

d. storing data on magnetic disks 

Answer: B References p. 133 



2 
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CHAPTER 5 CONT. 

4. Which is not an advantage of using microcomputers for 
word processing? 

a. cost 

b. ease of learning procedures 

c. use by many people 

d. small memory capacity 

Answer: D Reference: p. 133 

5. Which is not a word processing application that can be 
used by health care professionals? 

a. creation and editing of articles and books 

b. financial reports 

c. standard document formats 

d. policy and procedure manuals 

Answer: B Reference: p. 156 
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STUDENT'S COURSE SYLLABUS 



COURSE TITLE; MICROCOMPUTER APPLICATIONS FOR HEALTH CARE 
PROFESSIONALS - LOTUS 1-2-3 



COURSE NUMBER: 



45 



Prefix No. Lecture Hrs. Lab Hrs. Credit Hrs. 



CATALOG DESCRIPTION : 



An introduction to microcomputer use in health care setti 
Topics include compute- system information, spreadsheets, 
and applications for the health care professional. 



PREREQUISITE ; 
None 

TEXTS : \[ 

Essentials of Da«-> P rocessing , by Nancy A. Floyd, 
Times Mirror/Mosby College Publishing, 19fi7. 

Microcompu ters in Health Care Management , by 

William w. Christensen and Eugene I. Stearns, 
Aspen Publication, 1984. 

Understanding and Using Lotus i.?..* f b y Steven C. Ross, 
West Publishing Company, 1986. 

INSTRUCTIONAL PROCESS ; 

1. This is a self-paced course that will take approxi- 
mately 45 hours to complete for 1 hour creditT 

2. Reading and laboratory assignments can be found in 
che materials, Student's Guide (Laboratory) attached. 

3. A paper describing th use of microcomputers in the 
student's health care discipline will be required 
The paper will contain a section on the use of spread 
sheets and a spreadsheet application designed by the 
student. 1 
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4. Tests and quizzes will be given. 

5. Application program disks, data disks, and tests and 
quizzes are available from the check-out desk in the 
Learning Resource Center. 

6. All laboratory assignments, tests and quizzes, and the 
paper must be completed by the last day of the course. 
Although this is a self -paced course, there is a class 
schedule attached to the Student's Course Syllabus. 
The student may use it as a suggested schedule to 
complete the course if so desired. 

7. The student who has knowledge and experience in any 
of the course content may demonstrate proficiency 
and receive credit for it by successfully completing 
tests, quizzes, laboratory assignments, and/or the 
paper. 



OBJECTIVES : 

After completion of this course, the student will be able 
to: 

1. Understand basic information concerning computer 
systems 

2. Demonstrate proficiency in use of spreadsheets 

3. Understand applications of spreadsheets in 
health care 



EVALUATION OF STUDENTS : 

Examinations: Two unit tests will be given. 

Quizzes: Two quizzes will be given periodically. Each 
quiz will be similar to exam questions. 

Paper: One paper will be required. 

Laboratory Assignments: These will be found in the 
Student's Guide (Laboratory). 
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FINAL GRADE DETERMINATION : 

i.. Grades for the semester will be determined based on the 

t accumulated points earned. To determine a tentative grade 
divide the total points earned by the total possible points 
The grading scale will be strictly 90, 80, 70, 60 percent of 
the possible points. 

Approximately 40% of the total points will be from lab 
assignments, 20% from tests, 20% from quizzes, and 20% from 
the paper. 
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CLASS SCHEDULE : 



Week 

Mj. Description 

INTRODUCTION /OVERVTEW 



1 

2 



6 



Information on Computer Quiz 1 
Systems 

Information on Computer Test 1 
Systems (Cont.) 

SPREADSHEE TS: LOTUS 1-2-a 



Getting Started on Your 
Microcomputer 
Fundamental Spreadsheet 
Operations 

The Lotus Enviornment 
The Lotus Worksheet 
Operators and Functions 



Changing the Appearance 
of the Worksheet 
Print Command 



Calculation 

Copy and Move Commands 



Screen Graphics 
Paper Graphics 



Applications for Health 
Care Professionals 



Lab 1 



Quiz 2 
Lab 2 
Appli. A 



Lab 3 
Appli. B 
Appli. C 



Test 2 
Lab 4 
Appli. D 
Paper 



Assignment 



Essentials o f 
Data Processing 

Chapters 1, 2, 

3, and 4 

Chapters 1, 2, 3, 

4, 6, 8, 9, 10 



Understanding and 
Using Lot us 1-2-3 

Appendix A 

Part 1: Page 1 



Part 1 
Part 1 
Part 1 



Unit 1 
Unit 2 
Unit 3 



Application A 

Part 1: Unit 4 

Part 1: Unit 5 
Application A 

Part 2: Unit 6 
Part 2: Unit 7 
Application B 
Application C 

Part 2: Unit 8 
Part 2: Unit 9 
Application D 



Microcomputers 
in Health Care 
Management 

Chapters 3, 4, 7 

Paper assignment 
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STUDENT GUIDE 
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STUDENT'S GUIDE (READINGS | 
Unit 1 

Unit Title; Information on Computer Systems 

Contents of Unit : 

1. The components of computer hardware 

2. The two basic types of software 

I' I!l e in which °P era ting systems can be used 

4. The different levels of programming languages 

5. The historical development of computers 

6. The role of computers in business, medicine, allied 
health and society 

7. The factors to be considered in selecting a 
microcomputer 

8. The factors to be considered in selecting 
applications software 

9,, The basic concepts of telecommunications 

The components of the information processing cycle 



10 



Unit Objectives: Upon completion of this unit, the student 
will be able to: 

1. Define the term computer 

2. Recount the evolution of computers 

3. Discuss how computers affect our lives 

4. Describe the characteristics of the various input 
and output devices 

5. Explain the differences between sequential and 
random access and the advantages of each 

6. Explain the purpose of secondary storage 

7. List several devices that must be accessed 
sequentially and several that may be accessed randomly 

8. Explain how data is stored on disk and on tape 

9. Identify the components of the central processing 
unit 3 

10. Describe what occurs during a machine cycle 

11. Explain how main storage differs from secondary 
storage and the purpose of each 

12. Differentiate between multiprogramming and multi- 
processing 

13. Discribe the purpose of an operating system and 
compares several current ones 

14. Explain what software is 

15. Discuss custom programming and why it is necessary 
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16. 



17. 
18. 

19. 
20. 



Describe several popular types of applications 
software: electronic spreadsheets, word processing 
programs, and integrated software 

Explain what is meant by high- and low-level lanauaaes 
Discuss why so many languages exist and describes 
several of them 

Explain the purpose of query languages 
Describe what is meant by natural languages 



Rationale; Students must understand and be able to describe 

basic information and concepts concerning computer 
systems in general. 



Learning Activities; 



Essentials of Data Processing 
Read Chapters 1, 2, $, and 4 



Unit Evaluation : Quiz #1 and Test #1 



Terms (vocabulary} : 



computer 

sequential access 
data 

central processing 

unit (CPU) 
programming 
electronic 

spreadsheets 
high-level 

language 



input device 
random access 
disk 

machine cycle 
operating system 
custom programming 
word processing 
word processing 

programs 
natural languages 



output device 
secondary storage 

tape 
main storage 

software 
query languages 
integrated software 
low- level language 
applications 

software 



Student's Guide (Readings) Unit 1 
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STUDENT' S GUIDE ( READINGS ) 
Unit 2 

Unit Title: Information on Computer Systems (Cont.) 

Contents of Unit : 

1. The microcomputer revolution 

2. The database and its evolution 

3. The basic concepts of electronic spreadsheets 

4. The basic concepts of wordprocessing 

5. The basic concepts of database management 
o. The use of graphics 

7. The use of networking 

8. The current issues in telecommunications 

Onit Sblegttve. , ^pon^oapletion of this unit, the student 

2' ni^fh.'!!! hi »* ot y ° £ the microcomputer revolution 
So S rooo b :pu t r:r Unl9Ue h " aWa " '""'"eristics of the 

3. Explain what a "supermicro" is 

4. Discuss the various uses of microcomputers 
3. Evaluate microcomputer hardware 

0. Evaluate software 

1. ZV.°Vtl b ltV £ ° r system 
9. Discuss why database evolved 



10 
11 



12 
13 



??f!: r i!? e th ? P" r P° se of a query language 
system funct i°ns of a database management 



Name the three most common types of database 
organization and describes their structure 
Urae S L^ ^l** * risin 9 from the collection of 

with nrfv^L datd .i n * C ! ntral loc *tion and problems 
with privacy, security, and ethics 

SZSilfE. V s P rcadsh « e t is and how it is used 
Hofh J V° rd P roces sing and its advantages over 
both typing and using a memory typewriter 

Si£i!; 8 aSSi« at 2 a i abaSC w iS used on a Microcomputer 
I -JSU ! P i CS and descri bes how they are used in 
a microcomputer environment 

SseTin th«J e ; a tU , reS ' SUCh 88 window in9, that are 
usea in these packages 

components telecommunicat i°ns system and its hardware 
20. Explain what. Us meant by "handshaking" 
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14. 
15. 

16. 
17. 

18. 

19. 



MICROCOMPUTER APPLICATIONS FOR HEALTH CARE PROFESSIONALS 2 



21. 
22. 
23. 
24. 

25. 

26. 

27. 



Identify several types of communication links 
Define a network 

Describe several network configurations 
Discuss the advantages and disadvantages of 
distributed data processing 

J 1 ™!! 0 ?!?!*! S e 5 W ! en distri *>uted data processing and 
a distributed database 

Discuss the current issues in telecommunications: 

privacy, security, and integrity 

Discuss current trends in telecommunications 



Rationale : 



Students must understand and be able to describe 
basic information and concepts concerning micro- 
computers, word processing, electronic spreadsheets, 
database management, and telecommunications. 



Learning Activities: Essentials of Data Processing 

Read Chapters 1, 2, 3, 4, 6, 8, 9, and 10 

Unit Evaluation : Test #1 



Te rms ( vocabula ry } : 



microcomputer 
software 
query language 
data privacy 
data ethics 
graphics 

telecommunications 
system 

telecommunications 
integrity 

telecommunications 
security 



hardware 

microcomputer system 
centralized data 
data security 
spreadsheet 
windowing 

communication links 
data processing 

telecommunications 
privacy 

telecommunications 
trends 



supermicro 
database 

database manage- 
ment system 

wordprocessing 

handshaking 
network 

distributed data 
processing 

distributed 
database 
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STUDENT' S GUIDE ( dBASE III) 
Unit 3 



Unit Title : dBASE III 
Contents of Unit: 



1. 
2. 
3. 
4. 



Getting started on Your Microcomputer 
Fundamental Data Base Operations 
The Data Base Concept 
The dBase Environment 



Unit Objectives: Upon completion of this unit, the student 
will be able to: 



1. 
2. 
3. 
4. 
5. 
6. 

7. 
8. 
9. 
10. 



Prepare a disk for use 

Copy single files 

Copy all files 

Copy an entire disk 

Define data base management terms 

Describe important considerations before you begin 

to create a data base system 

Describe a simple data base system on paper 

Describe the use of the dBASE disks 

Describe how dBASE uses the keyboard 

Load the dBASE program 



Rationale: Students must understand and be able to demonstrate 
proficiency in executing basic procedures and 
commands. 



Learning Activities : Laboratory 1 

Understanding and 
Using dBASE III 



Appendix A 



Part 1 
Part 1 
Part 1 



Paoe 1 
Unit 1 
Unit 2 



Application 
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Unit Evaluation : Application A 

Quiz #2 
Test #2 



Terms (vocabulary) ; 



disk operating 

system (DOS) 
numeric keypad keys 
startup procedures 
default drive 
copying files 
erasing files 
data base mamage- 

ment system (DBMS) 
record 

data dictionary 
data base system 

design 
startup procedure 



function keys 
toggle key functions 
loading DOS 
shutdown procedures 
disk preparation 
copying an entire disk 
print screen function 
dBASE in, version 1.2 
tabJe 
fields 
index 

dBASE diskettes 
dBASE II 



multiple key 
combinations 
caps lock key 
the DOS prompt 
DOS commands 
disk directory 
deleting files 
pause display 
file 
byte 
key 

data base 
dBASE keyboard 
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STUDENT'S GUIDE { dBASE III? 
Unit 4 



Unit Title ; dBASE III (Cont.) 

Contents of Unit ; 

1. Data File Creation 

2. Intermediate Data Base Operations 

3. Conditions/Expressions 

4. Summary Statistics 

Unit Objectives; Upon completion of this unit, the student 
will be able to: 

1. Describe the various types of fields 

2. Describe how to structure a data file 

3. Create a data file 

4. Enter data into the file 

5. Display the file contents 

6. Change enteries in the file 

7. Backup data files 

8. Differentiate between logical conditions and computed 
expressions * 

9. Define "order of precedence" 

10. Describe how each of the operators is used in 
expressions and conditions 

iJ' S e f Cribe th8 various categories of functions 

12. Write expressions and conditions using the various 
operators 

13. Write expressions and conditions using functions 

14. utilize each of the summary statistics commands 



Rationale ; 

commands . 



Students must understand and be able to demonstrate 
proficiency in executing basic procedures and 



MICROCOMPUTER APPLICATIONS FOR HEALTH CARE PROFESSIONALS 2 



Learning Activities : Laboratory 2 

Understanding and 
Using dBASE III 

Part 1: unit 3 
Part 2: Page 41 
Part 2: Unit 4 
Part 2: Unit 5 
Application A 
Application B 



Unit Evaluation; 



Application 
Application 
Quiz #2 
Test #2 



A 
B 



Terms (vocabulary) ; 



commanding dBASE 
field name 
data entry 
editing data 
logical conditions 

vs. computed 

expressions 
averages 



quitting 
field type 
saving your work 
backup 

the calculator 
creating a data file 
constrained lists 



functions 
field width 
viewing data 
a data file 
operators 
counts 
sums 



in 
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STUDENT'S GUIDE ( dBASE III) 
Unit 5 

Unit Title : dBASE III (Cont.) 

Contents of Unit : 

1. Data File Order and Search 

2. Operating Parameters and Disk Files 



Unit Objectives: upon completion of this unit, the student 
will be able to: 

1. Describe the record pointer and current record 

2. Differentiate between sorting and indexing 

3. Describe what ASCII collating sequence means 

4. Differentiate between finding locatinq 

5. Sort a file 

6. Indexe a file 

7. Find a record 

8. Locate records 

9. Identify the purpose a file serves by the file 
extension 

10. Describe the purpose of the various operatinr 
parameters and how to alter those parameters 

11. Obtain a directory of data files on a disk 

12. Obtain a directory of all files on a disk 

13. Obtain a directory of all files of a certain type 

14. Copy all or a portion of a data file to another 
data file 

15. Copy all or a portion of a data file to a file 
suitable for importation into a spreadsheet or 
wordprocessing program 

16. Display the current settings of function keys 

17. Change the current settings of function keys 



Rationale: Students must understand and be able to demonstra 
proficiency in executing basic procedures and 
commands . 
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Learning Activities ; Laboratory 3 

Understanding and 
Using dBASE III 

Part 2: Unit 6 
Part 2: Unit 7 
Application B 
Application C 

Unit Evaluation ; Application B 

Application c 
Quiz #3 
Test #2 

Terms (vocabulary) ; 

ordering the data sorting indexing 

in a file searching through a record pointe 

parameters fi i e operating 

displaying para- output to other appli- parameters 

.meters cations software disk files 
xnput from other 
applications software 
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STUDENT* S GUIDE ( dBASE III) 
Unit 6 



Unit Title ; dBASE III (Cont.) 



Contents of Uint ; 

1. Data File Changes 

2. Report Generation 

3. Label Generation 



Unit Objectives: Upon completion of this unit, the student 
will be able to: 

1. Differentiate among edit, change and replace commands 
^. Describe the various stages of the record deletion 
process 

3. Combine two data files 

4. Change selected fields of selected records 

5. Replace field contents on a selective basis 
e. Delete, recall, and purge records 

7. Modify the structure of a data file 

8. Define the terminology of reports 

9. Create and produces a report 
Create labels using dBASE in 



10 



Rationale : Students must understand and be able to demonstrate 
proficiency in executing basic procedures and 
commands . 

Learning Activities : Laboratory 4 

Understanding and 
Using dBASE in 



Part 2 
Part 2 
Part 2 



Unit 8 
Unit 9 
Unit 10 



Application C 
Application D 



o i 7n 

ERIC ' u 



MICROCOMPUTER APPLICATIONS FOR HEALTH CARE PROFESSIONALS 2 



Unit Evaluation : Application c 

Application D 
Quiz #3 
Test #2 



Terms (vocabulary) : 



adding data 
temporary deletion 
report 

field definition 
creating label 
format 



changing data 
permanent deletion 
report format 
producing reports 
producing labels 



deleting records 
modifying file 

structure 
report 

generation 



Student's Guide (dBASE III) unit 6 
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STUDENT'S GUIDE ( READINGS | 
Unit 7 

Unit Title: Applications for Health Care Professionals 

Contents of Unit : 

1. Applications for Health Care Professionals 

Unit Objectives: Upon completion of this unit, the student 
willbe able to: 

Concerning the importance to health care: 

1. Describe field, records and files 

2. Describe storing information 

3. Describe sorting data 

4. Describe report generation 

5. Describe memory 

6. Describe choosing a DBM program 

7. Describe special purchase tracking 

8. Describe project tracking 

9. Describe facilities management 

10. Describe an environmental quality assurance program 

11. Describe financial management 

12. Describe medical records applications 

Rationale: Students must understand and be able to describe 
the importance of data base management to health 
care professionals. 

Learning Activities : Laboratory 5 

Microcomputers 
in Health Care 
Management 

Chapters 3 and 6 

Paper assignment 

Unit Evaluation : Test #2 

Paper assignment 
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Terms (vocabulary) ; 

field records files 

storing information sorting data report generation 

memory DB M program special purchase 

project tracking facilities tracking 

financial management environmental quality 

management assurance program 



Student's Guide (Readings) Unit 7 
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STUDENT'S GUIDE (LABORATORY) 
Assignment #1 - Lab 1 

Unit Title ; dBASE III 

Assignment Is Associated With : unit 3 - dBASE III 
Time Required : 7 hours 

Objectives: Upon completion of this lab, the student will 
be able to: 

1. Prepare a disk for use 

2. Copy single files 

3. Copy all files 

4. Copy an entire disk 

5. Define data base management terms 

6. Describe important considerations before you begin 
to create a data base system 

7. Describe a simple data base system on paper 

8. Describe the use of the dBASE disks 

9. Describe how dBASE uses the keyboard 

10. Load the dBASE program 



Materials Required : 

Self -Study: 

Textbook 
Laboratory: 

Textbook 

One (1) Floppy Disk 
dBASE in program Disk 

dBASE in Data Disk from West Publishing Co. 
IBM PC * 



Laboratory Handouts : None 
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Learning Activities (assignments) ! 
Laboratory: Complete Lab 1 

Understanding and Using dBASE in 

1. Appendix A 

2. Part 1: Page 1 

3. Part It Unit 1 

4. Part 1: Unit 2 

5. Application A 



Steps : 

1. Read assignments in textbook 

2. Practice dBASE in commands in textbook 

3. Answer Reviews Questions in textbook (if included) 

4. Complete the Guided Activities in textbook (if included) 

5. Complete Quiz 2 

6. Complete Test 2 



Evaluation : 

Self-Study: 
Quiz #2 

Test #2 (objective) 
Laboratory: 

Application A (performance) 



ERIC 
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STUDENT'S GUIDE ( LABORATORY) 
Assignment #2 - Lab 2 

Unit Title ; dBASE III 

Assignment Is Associated With ; Unit 4 - dBASE III 
Time Required ; 7 hours 

Objectives; Upon completion of this lab, the student will 
be able to; 

1. Describe the various types of fields 

2. Describe how to structure a data file 

3. Create a data file 

4. Enter data into the file 

5. Display the file contents 

6. Change enteries in the file 

7. Backup data files 

8. Differentiate between logical conditions and computed 
expressions 

9. Define "order of precedence" 

10. Describ how each of the operators is used in 
expressions and conditions 

11. Describe the various categories of functions 

12. Write expressions and conditions using the various 
operators 

13. Write expressions and conditions using functions 

14. Utilize each of the summary statistics commands 



Materials Required ; 

Self-Study; 

Textbook 
Laboratory; 

Textbook 

One (1) Floppy Disk 
dBASE III Program Disk 

dBASE ill Data Disk from West Publishing Co. 
IBM PC * 



Laboratory Handouts ; None 



i 77 



MICROCOMPUTER APPLICATIONS FOR HEALTH CARE PROFESSIONALS 



Learning Activities (assignments) 
Laboratory: Complete Lab 2 

Understanding and Using dBASE III 



1. 
2. 
3. 
4. 
5. 
6. 



Part 1 
Part 2 
Part 2 
Part 2 



Unit 3 
Page 41 
Unit 4 
Unit 5 



Application A 
Application B 



Steps : 

1. 
2. 
3. 
4. 
5. 
6. 



Read assignments in textbook 
Practice dBASE III commands in textbook 
?^n?^ Re Zi eW J Que f tions in textbook (if included) 
Co£ple£e quL 2 Activi ti« in textbook (if included) 
Complete Test 2 



Evaluation : 

Self-Study: 
Quiz #2 

Test #2 (objective) 
Laboratory: 

Application A (performance) 
Application B (performance) 
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STUDENT'S GUIDE (LABORATORY) 
Assignment #3 - Lab 3 



Unit Title: dBASE in 



Assignment Is Associated With : Unit 5 - dBASE ill 



T ime Require d: 7 hours 



Objectives: Upon completion of this lab, the student will 
be able to: 

x. Describe the record pointer and current record 

2. Differentiate between sorting and indexing 

3. Describe what ASCII collating sequence means 

4. Differentiate between finding locating 

5. Sort a file 

6. Indexe a tile 

7. Find a record 

8. Locate records 

9. Identifie the purpose a file serves by the file 
extension 

10. Describe the purpose of the various operating 
parameter and how to alter those parameters 

11. Obtain a directory of data files on a disk 

12. Obtain a directory of all files on a disk 

13. Obtain a directory of all files of a certain type 

14. Copy all or a portion of a data file to another 
data file 

15. Copy all or a portion of a data file to a file 
suitable for importation into a spreadsheet or 
wordprocessing program 

16. Display the current settings of function keys 

17. Change the current settings of function keys 

Materials Recruired : 

Self-Study: 

Textbook 
Laboratory: 

Textbook 

One (1) Floppy Disk 
dBASE III Program Disk 

dBASE III Data Disk from West Publishing Co. 
IBM PC 
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Laboratory Handmifg. None 

Learning Activities (assig nments^ 
Laboratory: Complete Lab 3 

Understanding and using dBASE itt 

1. Part 2: unit 6 

2. Part 2: Unit 7 

3. Application B 

4. Application c 



Steps : 

1. 
2. 
3. 
4. 
5. 
6. 



Read assignments in textbook 

l£Zli C Z d ? ASE 111 coa *ands in textbook 

Answer Reviews Questions in textbook (if included i 

S%S ^z G r ded ACtiViti6S in tex^^included) 
Complete Test 2 



Evaluation ! 

Self-Study: 

Quiz #3 

Test #2 
Laboratory: 

Application B (performance) 
Application c (performance) 



(objective) 
(objective) 
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STUDENT'S GUIDE (LABORATORY) 
Assignment #4 - Lab 4 



Unit Title: dBASE in 



Assignment Is Associated With ; Unit 6 - dBASE III 



Time Required : 7 hours 



Objectives: Upon completion of this lab, the student will 
be able to: 

Differentiate among edit, change and replace commands 
Describe the various stages of the record deletion 
process 

Combine two data files 

Change selected fields of selected records 
Replace field contents on a selective basis 
Delete, recall, and purge records 
Modify the structure of a data file 
Define the terminology of reports 
Create and produces a report 
Create labels using dBASE III 



Materials Required : 

Self-Study: 

Textbook 
Laboratory: 
•Textbook 

One (1) Floppy Disk 
dBASE III Program Disk 

dBASE III Data Disk from West Publishing Co. 
IBM PC 



Laboratory Handouts : None 



1. 
2. 

3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
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Learning Activities (assignments) : 
Laboratory: Complete Lab 4 

Understanding and Using dBASE III 



Steps 



1. art 2s Unit 8 

2. Part 2: Unit 9 

3. Part 2: unit 10 

4. Application C 

5. Application D 



1. Read assignments in textbook 

2. Practice dBASE III commands in textbook 

4 JSE?!***^ 0 "! ?" e * tions in textbook (if included) 

5. ' dZllltl tolz°V ACtivities in textb °°* <« included, 

6. Complete Test 2 



Evaluation : 

Self-Study: 

Quiz #3 (objective) 
Test #2 (objective) 

Laboratory: 

Application C (performance) 
Application D (performance) 
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STUDENT' S GUIDE (LABORATORY) 
Assignment #5 - Lab 5 



Unit Title : Applications for Health Care Professionals 

Assignmen t Is Associated With : Unit 7 - Applications for 

Health Care Professionals 

Time Required : 7 hours 



Objectives: Upon completion of this lab, the student will 
be able to: 



Discuss "Is the Microcomputer for You? M 
Describe selecting the microcomputer 
Discuss introducing the system 
Describe programs in action 
Describe information centers 
Des ,/ibe field, records and files 
Describe storing information 
Describe sorting data 
Describe report generation 
Describe memory 

Describe choosing a DBM program 
Describe special purchase tracking 
Describe project tracking 
Describe facilities management 

Describe an environmental quality assurance program 
Describe financial management 
Describe medical records applications 

Materials Required : 

Self-Study: 
Textbook 



Laboratory Handouts : None 



1. 

2. 

3. 

4. 

5. 

o . 

7. 

8. 

9. 

10. 

12. 

12. 

13. 

14. 

15. 

16. 

17. 
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Learning Activities (assignments) : 
Laboratory: Complete Lab 5 

Microcomputers in Health Care Management 
1. Chapter 3 and 6 
Paper: 

1. Use of microcomputers in the student's health 
care discipline 

2. Data base application designed by student 

Stops : 

1. Read assignments in textbook 

2. Test 2 

3. Complete paper 

Evaluation ; 

Self -Study: 

Test #2 (objective) 
Laboratory: 

Application D (performance) 

Paper 
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INSTRUCTOR'S COURSE SYLLAB US 



COURSE TITLE : MICROCOMPUTER APPLICATIONS FOR HEALTH CARE 

PROFESSIONALS - LOTUS 1-2-3 



COURSE NUMBER : 

0 45 1 

Prefix no. Lecture Hrs. Lab Hrs. Credit Hrs. 



CATALOG DESCRIPTION : 

An introduction to microcomputer use in health care settin 
Topics include computer system information, spreadsheets, 
and applications for the health care professional. 



PREREQUISITE ; 
None 



TEXTS: 

Essentials of Data Processing , by Nancy A. Floyd, 
Times Mirror/Mosby College Publishing, 1987. 

Microcomputers in Health Care Management , by 

William W. Christensen and Eugene I. Stearns, Aspen 
Publication, 1984. 

Understanding and Using Lotus 1-2-3 , by Steven C. Ross, 
West Publishing Company, 1986. 

NOTE TO INSTRUCTOR : You may want to have several copies 

of the textbook, Microcomputers in Health Care Management , 
available to students on reserve in the library if the 
cost of textbooks is a concern. 
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ALTERNATE TEXTS : 

Concepts and Issues in Health Care Computing . 

by H. Dominic Cowey, Nancy H. Craven, and 
Neil H. McAlister, C. V. Mosby Company, 1987. 

Using IBM Microcomputer*, by Keiko M. Pitter and 

Richard L. Pitter, Mitchell Publishing, Inc., 1986. 



REFERENCES: 

Computer Annual, by Robert H. Blissmer, John Wiley 
& Sons, 1986-1987. 

Four Software Tools, by Tim Duffy, Wadsworth 
Publishing Company, 1987. 

Power Pack for the TRM PC. by Dravillas/Stillwell/ 

Williams, Times Mirror/Mosby College Publishing, 1986. 

Understanding and Using Microcomputers , by Steven M. 

Zimmerman and Leo M. Conrad, West Publishing Company, 
1986. 

Using Application s Software , by Donald H. Bell, 
Ashton-Tate Publishing Group, 1936. 



EQUIPMENT AND MATERIALS REQUIRED : 

HARDWARE: IBM PC with 2 disk drives and compatible 
printer per student 

SOFTWARE: Lotus 1-2-3 software and manual per student 

Lotus 1-2-3 Data Disk from West Publishing Co. 



INSTRUCTIONAL PROCESS : 

1. This is a self -paced course that will take approxi- 
mately 45 hours to complete for 1 hour credit. 

2. Reading and laboratory assignments can be found in 
the materials, Student's Guide (Laboratory), attached. 

3. A paper describing the use of microcomputers in the 
student's health care discipline will be required. 

The paper will contain a section on the use of spread- 
sheets and a spreadsheet application designed by the 
student . 



4. Tests and quizzes will be given. 
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5. Application program disks, data disks, and tests and 
quizzes are available from the check-out desk in the 
Learning Resource Center. 

6. All laboratory assignments, tests and quizzes, and the 

TL^ com P let ed ^ the last day^ of the course? 
tlJ S U ? fc ^ S £V 8elf -P ac «d course, there is a class 
schedule attached to the Student's Course Syllabus. 
The student may use it as a suggested schedule to 
complete the course if so desired. 



7. The 
o 



he student who has knowledge and experience in any 
£ the course content may demonstrate proficiency 
and receive credit for it by successfully completing 
tests, quizzes, laboratory assignments, and/or the 



paper. 
NOTE TO INSTRUCTOR! 



The textbook, Essentials of Data Processing , by 
Nancy A. Floyd comes with complementary copies of 
an instructor's guide, a test bank and a student 
study guide, a computerized testing package, 
Microtest, is also complementary when twenty-five 
(25) or more copies of the textbook is ordered for 
S 5 U ? e 2^ J? Purchase. Contact C. V. Mosby Company 
at 1-800-325-4177 for procedures to securJ these items. 

The textbook or Lotus 1-2-3 comes with complementary 

SSl'S-!? ?" i n *tfuctor's manual and test bank and the 

£? ted in the sof tware needs section. Contact 

?!!ir! U 51 i,hl "! C0 * at 1 " 800 -328-9424 for procedures to 
secure these items. 

EVALUATION OF STUDENTS ♦ 

Examinations: Two unit tests will be given. 

QUiZZ luL 3??i q K iSZ ? S , Wi11 be given Periodically. Each 
quiz will be similar to exam questions. 

Paper: One paper will be required. 

Laboratory Assignments: These will be found in the 
Student's Guide (Laboratory). 



.EMC 
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NOTE TO TMSTOnfiTQfi: 

Items for teats and quizzes on the Floyd and Ross 
textbooks are located in the materials available 
from the respective publishers. 

Items for tests and quizzes on the textbook, Microcom- 
puters In Health Cars M* n ***m«r>t. by Christensen and 
Stearns are attached to the Instructor's Syllabus. 



FINAL GRADE DETERMINATION ; 

9 

Grades for the semester will be determined based on the 
accumulated points earned. To determine a tentative grade, 
divide the total points earned by the total possible points 
The grading scale will be strictly 90, 80, 70, 60 percent of 
the possible points. 

Approximately 40% of the total points will be from lab 
assignments, 20% from tests, 20% from quizzes, and 20% from 
the paper. 



COMPETENCY STATEMENTS : 

By the end of the course, the student will be able to: 

1. Initialize a diskette. 

2. Prepare a backup file. 

3. Maintain a backup file. 

4. Key data into an electronic spreadsheet. 

5. Create an electronic spreadsheet. 

6. Enter formulas into an electronic spreadsheet. 

7. Retrieve an electronic spreadsheet file. 

8. Copy an electronic spreadsheet file. 

9. Edit and combine electronic spreadsheet files. 

10. Create charts using computer graphics software. 

Jo 1 *L 5 ave ' retriev * data using graphics software. 

id. Print document using continuous-feed paper on dot 
matrix, letter quality, and/or laser printer. 

13. Print document using single-sheet paper. 

14. Output information according to sort criteria. 

15. Send and receive messages via electronic mail system, 
lb. Merge electronic spreadsheet files. 

17. Import data from external source for graphics 
presentation. 

18. Log on to use network software. 
Describe the various technologies used to create, 
store, retrieve, process, and distribute information, 
explain the basic concepts of electronic spreadsheets. 



19 
20 



- — — - - — w^. „x ui cicuux unit a^rcausn 1 

to 5*5? ~. , basic concepts of telecommunications. 

22. Define desktop publishing. 

23. Describe the components of computer hardware 
<Z4. Describe the two basic types of software. 
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25. Explain the ways in which operating systems can be 
used • 

26. Describe the different levels of programming 
languages. 

27. Describe the role of computers in business and 
society. 

28. Explain the use of a local area network. 

29. Describe the factors to be considered in selectinq 
a computer. v 

30. Describe the factors to be considered in selectinq 
applications software. 

31 ' {'hospitals)'* ° f Computers in business and society 

COURSE OUTLINE ; 

CONTENTS OF UNIT 1: Information on Computer Systems 

1. The components of computer hardware 

2. The two basic types of software 

I' J?* in Wh , iCh °P eratin 9 systems can be used 

I' lu di , ffer * nt levels of programming languages 

J.i^ 2 f com P uters in business, medicine, allied 
health and society 

6. The factors to be considered in selectinq a 
microcomputer 

7. The factors to be considered in selectinq 
applications software 

8. The basic concepts of telecommunications 

y. The components of the information processing cycle 



FRIC 



CONTENTS OF UNIT 2: Information on Computer Systems (Cont.) 

1. The microcomputer revolution 

2. The database and its evolution 

3. The basic concepts of electronic spreadsheets 
«. The basic comcepts of wordprocessing 

5. The basic concepts of database management 

6. The use of graphics 

7. The use of networking 

8. The current issues in telecommunications 

CONTENTS OF UNIT 3: Spreadsheets - Lotus 1-2-3 

1. Getting Started on Your Microcomputer 

2. Fundamental Spreadsheet 

3. Operations 

4. The Lotus Enviornment 

5. The Lotus Worksheet 

6. Operators and Functions 

90 
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CONTENTS OF UNIT 4: Spreadsheets - Lotus 1-2-3 

1. Changing the Appearance of the Worksheet 

2. Print Command 

CONTENTS OF UNIT 5: Spreadsheets - Lotus 1-2-3 

1. Calculation 

2. Copy and Move Commands 



CONTENTS OF UNIT 6: Spreadsheets - Lotus 1-2-3 

1. Screen Graphics 

2. Paper Graphics 

3. Applications for Health Care Professionals 



9X 
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Microcomputer Applications for Health Care Professionals 

Test Items for Textbook! 
Microcompute rs in Health care Management 

CHAPTER 3 : 

1. Microcomputers are generally designed to be used: 

a. by one person at a time 

b. as part of a network 

c. in conjunction with a minicomputer 

d. as an adjunct to a mainframe computer 

Answer: A Reference: p. 38 

2. The most important objective to keep in mind while 
considering the purchase of a microcomputer system is 

a. the cost 

b. what applications programs will be used 
c its intended use 

d. the memo; y capacity 

Answer: C Reference: p. 38 

3. Which is not a limitation of microcomputer programs? 

a. the external memory available 

b. the internal memory available 

c. the types of application programs available 
a. the actual algorithms in the program itself 

Answer: c Reference: p. 40 

4. Health care staff members may feel often 

associated with the introduction of new technology. 

a. relief 

b. anxiety 

c. excitement 

d. possessiveness 

Answer: B Reference: p. 42 



92 



Instructor's Course Syllabus 



MICROCOMPUTER APPLICATIONS FOR HEALTH CARE PROFESSIONALS 2 



CHAPTER 3 cont. 

5. To encourage the health care staff to use the mi co- 
computer constructively: 

a. develop a schedule so everyone works on the 
computer everyday 

b. assign one person at a time to work with an 
application program until he knows it well 

c. arrange demonstrations that show the effective- 
ness of the microcomputer by experts 

d. make assignments that allow staff members to 
interact with the computer in a useful and 
successful way 

Answer: D Reference: p. 43 



CHAPTER 4 : 

1. Whioh is not a function of a spreadsheet program? 

a. project tracking 

b. mean, median of a given series 

c. mathematical operations 

d. column width 

Answer: A Reference: p. 54 

2. The template is used to: 

a. create rows and columns 

b. provide a format for any account by plugging 
in appropriate information 

c. perform mathematical calculations 

d. produce a printed report 

Answer: B Reference: p. 60 

3. An example of materiel management would be: 

a. a cost summary of expended supplies 

b. physical measurements 

c. the number of items used per patient per day 

d. employee grievances 

Answer: C Reference: p. 72 
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CHAPTER 4 cont. 

4. Types of productivity measurement do not include: 

a. management productivity 

b. total factor productivity 

c. simple outcome indicators 

d. partial factor productivity 

Answer: A Reference: p. 79 

5. Health care professionals could find uses for spread- 
sheets in determining personnel needs by: 

a. performing labor market analyses 

b. preparing for and carrying out labcr contract 
negotiations 

c. projecting appropriate staff levels for a defined 
area 

d. A, B and C 

Answer: D References: pp. 92, 96 and 99 
CHAPTER 7: 



1. 



The number of dots of light that can be controlled by 
the microcomputer is the definition for: 



a. resolution 

b. pixels 

c. dot matrix 

d. chips 



2. 



Answer: C Reference: p. 211 

Which is not a type of graph that could be used by 
health care professionals? 



a. line 

b. scatter 

c. plot 

d. bar 

Answer: C Reference: p. 213 

3. The major advantage of using a graph over a table is 
that it: 

a. can provide a better picture of the information 
o. is easier to interpret 

c. is easier to read 

d. A ard C 

Answer: :\ Reference: p. 215 
Instructor's Course Syllabus 
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CHAPTER 7 cont. 

4. Comparing data, such as the delay between the time 
during which an expense is incurred and the time 
that it is shown on a financial statement, is best 
represented in a: 

a. pie chart 

b. double line graph 

c. bar graph 

d. scatter plot 

Answer: B Reference: p. 222 

5. Microcomputer graphics provide an invaluable tool -to 
the health care manager because of its: 

a. reasonable cost 

b. easy picture interpretation 

c. data manipulation capabilities 

d. A and C 

Answer: A Reference: p. 225 
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STUDENT" S COURSE SYLLABUS 



COURSE TITLE : MICROCOMPUTER APPLICATIONS FOR HEALTH CARE 
PROFESSIONALS - dBASE III 



COURSE NUMBER : 

0 45 1 

Prefix no. Lecture Hrs. Lab Hrs. Credit Hrs. 



CATALOG DESCRIPTION : 

An introduction to microcomputer use in health care settings 
Topics include computer system information, data base manage 
ment, and applications for the health care professional. 



PREREQUISITE : 
None 



TEXTS : 

Essentials of Data Processing , by Nancy A. Floyd, 
Times Mirror/Mosby College Publishing, 1987. 

Microcomputers in Health Care Manageme nt, by 

William W. Christensen and Eugene I. Stearns, 
Aspen Publication, 1984. 

Understanding and Using dBase III , by Steven c. Ross, 
West Publishing Company, 1986. 



INSTRUCTIONAL PROCESS : 

1. This is a self -paced course that will take approxi- 
mately 45 hours to complete for 1 hour credit. 

2. Reading and laboratory assignments can be found in 
the materials, Student's Guide (Laboratory), attached. 

3. A paper describing the use of microcomputers in the 
student's health care discipline will be required. 
The paper will contain a section on the use of data 
base management and a data base application designed 
by the student. 
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4. Tests and quizzes will be given. 

5. Application program disks, data disks, and tests and 
quizzes are available from the check-out desk in the 
Learning Resource Center. 

6. All laboratory assignments, tests and quizzes, and the 
paper must ba completed by the last day of the course. 
Although this is a self-paced course, there is a class 
schedule attached to the Student's Course Syllabus. 
The student may use it as a suggested schedule to 
complete the course if so desired. 

7. The student who has knowledge and experience in any 
of the course content may demonstrate proficiency 
and receive credit for it by successfully completing 
tests, quizzes, laboratory assignments, and/or the 
paper. 

OBJECTIVES ; 

After completion of this course, the student will be able 
to: 

1. Understand basic information concerning computer 
systems 

2. Demonstrate proficiency in data base management 

3. Understand applications of and data base management 
in health care 

EVALUATION OF STUDE NTS! 

Examinations: Two unit tests will be given. 

Quizzes: Three quizzes will be given periodically. Each 
quiz will be similar to exam questions. 

Paper: One paper will be required. 

Laboratory Assignments: These will be found in the 
Student's Guide (Laboratory). 



Student's Course Syllabus (dBASE ill) 
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FINAL GRADE DETERMINATION : 

»™1 4des for the semester will be determined based on the 

2?2?X! A !J ed .. P ! 1 ? t8 ea f ned - To determine a tentative grade, 
divide the total points earned by the total possible points. 

Ihl sca }\ wiU be strictly 90, 80, 70, 50 p3r ?ent of 

tne possible points. 

Approximately 40% of the total points will be from lab 
assignments, 20% from tests, 20% from quizzes, and 20% from 
tne paper. 
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CLASS SCHEDULE : 



Week 

No, Description 

I NTRODUCT I ON/OVERVI EW 



Due 



1 

2 



Information on Computer 
Systems 



Quiz 1 
Test 1 

DATA BASE MANAGEMENT ; dBASE III 



Information on Computer 
Systems (Cont.) 



Getting Started on Your 
Microcomputer 
Fundamental Data Base 
Operations 

The Data Base Concept 
The dBase Environment 



Data File Creation 
Intermediate Data Base 
Operations 

Conditions/Expressions 
Summary Statistics 



Data File Order and 
Search 

Operating Parameters 
and Disk Files 



Data File Changes 
Report Generation 
Label Generation 



Applications for Health 
Care Professionals 



Lab 1 



Quiz 2 
Lab 2 
Appli. A 



Lab 3 
Appli. B 



Quiz 3 
Lab 4 
Appli. C 



Test 2 
Lab 5 
Appli. D 
Paper 



Assignment 

Essentials of 
Data Processing 

Chapters 1, 2, 

3, and 4 

Chapters 1, 2, 3, 

4, 6, 8, 9, 10 



Understanding and 
Using dBASE in 

Appendix A 

Part 1: Page 1 

Part 1: Unit 1 
Part 1: unit 2 
Application A 

Part 1: Unit 3 
Part 2: Page 41 

Part 2: Unit 4 
Part 2: Unit 5 
Application A 
Application B 

Part 2: Unit 6 

Part 2: Unit 7 
Application B 
Application C 



Part 2 
Part 2 
Part 2 
Application 
Application 



Unit 8 
Unit 9 
Unit 10 
C 
D 



Microcomputers 
in Health care 
Management 

Chapters 3 and 6 

Paper assignment 
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s 



STUDENT^ GUIDE (REAHTMr.c 



Unit 1 



m^itle: Information on C0Mputec SysttM 
Contents of urH + . 

6- The role of coibm!;?! \ °? c ™P"ters 

. »ealth a«S .octet?" in busin ««- medicine, allied 

' »?cro f o a o C X r t0 be COnSid « ed in «»l«ti„ 9 , 

10. £ «l P o C n. C „°?ro P t tS tSe f tiller""™ 

or the information processing cycle 

ttUJU^pu .{^completion of this unit, the student 



1. 

2. 
3. 
4. 

5. 

6. 
7. 

8. 
9. 

10. 
11. 

12. 

13. 

14. 
l c . 



Define the term computer 

5?fcS« H thC evolu *ion of computers 
Discuss how computers aff.r* « fi 
Describe the char^f.f 5f fc our lives 
and output de;ic;r teriStiCS ° f the var * 

ous input 

Explain the di £f oron^*. u 

random access a"d "rfdvfn?f en "I™"*! and 
Explain the purpose of f^^J 9 " of each 
List several device °f"condary storage 

sequential^ and S eve»? tf^" be »«•«»•« 
Explain how data " Hored In XL* acCessea " n *»ly 
the components^ 

Su^S'S.J n Ce .S r *J^ £ ;«-bi~ cycle 

sii:?.%t a ?. d t. th s n " cond " y 

processing"' b " Ween "^"Programming and multi- 
Explain what software is 

"scuss custom programming and why it is necessary 
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16. 



17. 
18. 

19. 
20. 



Describe several popular types of applications 
software: electronic spreadsheets, word processing 
programs, and integrated software 

Explain what is meant by high- and low-level languages 
Discuss why so many languages exist and describes 
several of them 

Explain the purpose of query languages 
Describe what is meant by natural languages 



Rationale: Students must understand and be able to describe 

basic information and concepts concerning computer 
systems in general. 



Learning Activities : Essentials of Data Processing 

Read Chapters 1, 2, 3, and 4 



Unit Evaluation: Quiz #1 and Test #1 



T erms (vocabulary) : 



computer 

sequential access 
data 

central processing 

unit (CPU) 
programming 
electronic 

spreadsheets 
high-level 

language 



input device 
random access 
disk 

machine cycle 
operating system 
custom programming 
word processing 
word processing 

programs 
natural languages 



output device 
secondary storage 

tape 
main storage 

software 
query languages 
integrated software 
low-level language 
applications 

software 



Student's Guide (Readings) Unit 1 
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STUDENT'S GUIDE [READINGS] 
Unit 2 



Unit Title: 



Information on Computer Systems (Cent.) 
Contents of Unit ? 

2* 5.! * icrocom Puter revolution 
tl 2?f ? atabase and its evoluti 



4. 
5. 



mi, u.rr evolution 
The basic concepts of . 



6. The us. of^.'.&V d " aba " »n.|..,nt 

The use of networking 
8- The onrrent issues in telecowunicatlons 

3. Explain what a "supermicro" is 

5 £l?t»?. th J Vari0US uses of microcomputers 

6 5 : Kiss : of c t r ea c ?: puter hardware 

a.* S^aUbaL" th# omputer system 

10 ni 6CU fl Wh l r database evolved 
11* Slf r JS* th f pUrpose of a W**Y language 

syst'em" 6 fUnCtions of a ^a^Tma'nagement 

Name the three most common tVDes of *»*.»k». 
2851 s^theY"^""'"" tSe " "truo^re"' 
?«?«".nk. Sf°S2 , i : rl,in ' fr ° m the "Section of 

«: D« P cr oe w"d a oroo r e«f hMt i S , and how » »• «••« 

S !nSMSSiS*Lf S522-? fc U P ! °» »"ioroco»put.r 
a aicroc'oepul.r envifon^nt" h ° W they »" USed 

usIHn S.s.% a , t ci;, e ?.s SUCh " Wlnd ° Win '' •» 

Describe a telecommunications svstem an* w ^ 
components system and its hardware 

Explain what is meant by "handshaking" 



12 
13 



16. 
17. 



18. 
19. 
20. 
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21. Identify several types of communication links 

22. Define a network 

23. Describe several network configurations 

24. Discuss the advantages and disadvantages of 
distributed data processing 

25. Differentiate between distributed data processing and 
a distributed database 

26. Discuss the current issues in telecommunications: 
privacy, security, and integrity 

27. Discuss current trends in telecommunications 



Rationale: Students must understand and be able to describe 
basic information and concepts concerning micro- 
computers, word processing, electronic spreadsheets, 
database management, and telecommunications. 



Learning Activities : Essentials of Data Processing 

Read Chapters 1, 2, 3, 4, 6, 8, 9, and 10 

Unit Evaluation: Test #1 



Terms (vocabulary) : 



microcomputer 
software 
query language 
data privacy 
data ethics 
graphics 

telecommunications 
system 

telecommunications 

integrity 
telecommunications 

security 



hardware 

microcomputer system 
centralized data 
data security 
spreadsheet 
windowing 

communication links 
data processing 
celecommuni cations 
privacy 

telecommunications 
trends 



supermicro 
database 

database manage- 
ment system 

wordprocessing 

handshaking 
network 

distributed data 
processing 

distributed 
database 
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STUDENT'S GUIDE ( dgASE Till 
Unit 3 

Unit Title; dBASS III 
Contents of unit-. ♦ 

xne Data Base Concept 
«• The dBase Environment 



Professionals 



mi ^mi ab u n n t „ c r pletion o£ ^ »»"- «- 

J. Prepare a disk for use 

2. Copy single files 

3. Copy all files 

J- Copy an entire disk 

6.' Desc??hf a f a ba f e "• n »9««ant terms 



Rationale; 



commands. exec ««ng basic procedures and 



Learning Activities: Laboratory 1 

Understanding »nH 
Using dBASR ttt ~ 

Appendix a 
Part 1: p age i 
Part 1: unit 1 
Part 1: unit 2 
Application a 
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Unit Evaluation! Application A 

Quiz #2 
Test #2 



Terms (vocabulary } : 



disk operating 

system (DOS) 
numeric keypad keys 
startup procedures 
default drive 
copying files 
erasing files 
data base mamage- 

ment system (DBMS) 
record 

data dictionary 
data base system 
design 
startup procedure 



function keys 
toggle key functions 
loading DOS 
shutdown procedures 
disk preparation 
copying *n entire disk 
print screen function 
dBASE ill, version 1.2 
table 
fields 
index 

dBASE diskettes 
dBASE II 



multiple Vsy 
combination 
caps lock key 
the DOS prompt 
DOS commands 
disk directory 
deleting files 
pause display 
file 
byte 
key 

data base 
dBASE keyboard 



Student's Guide (dBASE III) Unit 3 



108 



Microcomputer Applications for Health Care Professionals 



STUDENT'S GUIDE [dgAgg TTT ) 
Unit 4 



"nil-Title: dBASE in ( cont.) 

Contents of Unit ; 

J. Data File Creation 

3* J nt Sf?? diate Data B «e Operations 

3. Conditions/Expressions peratlons 

4. Summary Statistics 



Unit Ob-jecHyac. Upon completion of fM, itm . 

will be able to: P 10n of this uni t* the student 

1. Describe the various types of fi«i*« 

4. Enter data into the file 

5. Display the file contents 
7* £ han 9« enteries in the file 
7. Backup data files 

' betW " n ,OSic>1 "nations and computed 

U- ^r^^-^a-K ^tions 



Rationale: 
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Learning Activities : Laboratory 2 

Understanding an d 
Using dBASE III 

Part 1: unit 3 
Part 2: Page 41 
Part 2: Unit 4 
Part 2: Unit 5 
Application A 
Application B 



Unit Evaluation! 



Application 
Application 
Quiz #2 
Test #2 



A 
B 



Terms (vocabulary) ; 



commanding dBASE 
field name 
data entry 
editing data 
logical conditions 

vs. computed 

expressions 
averages 



quitting 
field type 
saving your work 
backup 

the calculator 
creating a data file 
constrained lists 



functions 
field width 
viewing data 
a data file 
operators 
counts 
sums 



in 



Student's Guide (dBASE III) Unit 4 
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STUDENT'S flt JiDE ( dBASE ttt. 
Unit 5 



Unit Title; dBASE in (C ont.) 



Contents of rmj<-. 



1. 
2. 



Data File Order and Search 
Operating Parameters and Disk Files 



1. 

2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

10. 

11. 
12. 
13. 
14. 

15. 



16. 
17. 



SlflJJwtflS/E?'* P ° iater and curre "t "cord 

aagS SS; •=•■»" 

Indexe a file 
Find a record 
Locate records 

£££8.** purpose a £ile «"« ^ th. ai . 

S » » n , a tiititiz % III ill" °? * " sk 
copy ,ii of , ai^ ? ectaln . type 

data file '"on or a aata file to another 

HSLmI V a P° rtlon ot a data file to a file 

su^.fMss;-" lnto a 



Rationale; 



commands. 
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Learning Activities ; Laboratory 3 

Understanding and 
Using dBASE III 

Part 2: Unit 6 

Part 2: Unit 7 

Application b 

Application c 



Unit Evaluation; 



Application 
Application 
Quiz #3 
Test #2 



B 

C 



Terms (vocabulary) ; 



ordering the data 
in a file 

parameters 

displaying para- 
meters 

input from other 
applications software 



sorting 

searching through a 
file 

output to other appli- 
cations software 



indexing 
record pointer 
operating 

parameters 
disk files 



Student's Guide (dBASE III) Unit 5 
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STUDENT'S GUIDE ( dBASE ttt, 
Unit 6 



Unit Title; dBASE in (Co nt. 

Contents of uint i 

1. Data File Changes 

2. Report Generation 

3. Label Generation 



!S!i ^nf £ fe a^M?"" 1 " 10 " •« «• -it. th. stuaent 

process stages of the record deletion 

3. Combine two data files 

n « i?i ' recall, and purge records 

8* SSi"* st ™cture of a d^a file 

?rea?! 22 te ™ in °l°*Y of reports 
create and produces a report 
Create labels using dBASE in 



10 



Learning Activities: Laboratory 4 

Understanding *t>a 
Using dBASE in 

Part 2: Unit 8 
Part 2: Unit 9 
Part 2: Unit 10 
Application c 
Application d 
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Unit Evaluation : Application c 

Application D 
Quiz #3 
Test #2 



Terms (vocabulary) t 



adding data 
temporary deletion 
report 

field definition 
creating label 
format 



changing data 
permanent deletion 
report format 
producing reports 
producing labels 



deleting records 
modifying file 

structure 
report 

generation 



Student's Guide (dBASE ill) Unit 6 
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STUDENT" S GUIDE (READINGS) 



Unit 7 



Unit Title : Applications for Health Care Professionals 
Contents of Unit: 



Unit Objectives : Upon completion of this unit, the student 
will be able to: 

Concerning the importance to health care: 

1. Describe field, records and files 

2. Describe storing information 

3. Describe sotting data 

4. Describe report generation 

5. Describe memory 

6. Describe choosing a DBM program 

7. Describe special purchase tracking 

8. Describe project tracking 

9. Describe facilities management 

10. Describe an environmental quality assurance program 

11. Describe financial management 

12. Describe medical records applications 



Rationale: Students must understand and be able to describe 
the importance of data base management to health 
care professionals. 



Learning Activities : Laboratory 5 



1. 



Applications for Health Care Professionals 



Microcomputers 
in Health Care 
Management 



Chapters 3 and 6 



Paper assignment 



Unit Evaluation : 



Test #2 

Paper assignment 



1 
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Terms (vocabulary} ; 



field 

storing information 
memory 

project tracking 
financial 
management 



records 
sorting data 
DBS program 
facilities 
management 



files 

report generation 
special purchase 

tracking 
environmental quality 

assurance program 



Student's Guide (Readings) Unit 7 
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STUDENT' S GUIDE (LABORATORY) 
Assignment #1 - Lab 1 

Unit Title : dBASE III 

Assignme nt Is Associated With : Unit 3 - dBASE in 
Time Required : 7 hours 

Objectives: Upon completion of this lab, the student will 
be able to: 

1. Prepare a disk for use 

2. Copy single files 

3. Copy all files 

4. Copy an entire disk 

5. Def in data base management terms 

6. Describe important considerations before you begin 
to create a data base system 

7. Describe a simple data base system on paper 

8. Describe the use of the dBASE disks 

9. Describe how dBASE uses the keyboard 

10. Load the dBASE program 



Materials Required : 

Self-Study: 

Textbook 
Laboratory: 

Textbook 

One (1) Floppy Disk 
dBASE III Program Disk 

dBASE III Data Disk from West Publishing Co. 
IBM PC * 



Laboratory Handouts : None 



1 
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Learning Activities (assignments) ; 
Laboratory; Complete Lab 1 

Understanding and Using dBASE in 



Steps ; 



1. Appendix A 



2. Part 1 

3. Part 1 

4. Part 1 



Page 1 
Unit 1 
Unit 2 



5. Application A 



1. Read assignments in textbook 

2. Practice dBASE III commands in textbook 

3. Answer Reviews Questions in textbook (if included) 

4. Complete the Guided Activities in textbook (if included) 

5. Complete Quiz 2 

6. Complete Test 2 



Evaluation ; 

Self-Study; 
Quiz #2 

Test #2 (objective) 
Laboratory; 

Application A (performance) 



Student's Guide (Laboratory) Assignment 1 - Lab 1 
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STUDENT'S GUIDE ( LABORA TORY^ 
Assignment #2 - Lab 2 



Unit Title: dBASE III 



Assignment Is Associated With : Unit 4 - dBASE III 



Time Required : 7 hours 



Objectives : Upon completion of this lab f the student will 
be able to: 

1. Describe the various types of fields 

2. Describe how to structure a data file 

3. Create a data file 

4. Enter data into the file 

5. Display the file contents 

6. Change enteries in the file 

7. Backup data files 

8. Differentiate between logical conditions and computed 
expressions 

9. Define "order of precedence" 

10. Describ how each of the operators is used in 
expressions and conditions 

11. Describe the various categories of functions 

12. Write expressions and conditions using the various 
operators 

13. Write expressions and conditions using functions 

14. Utilize each of the summary statistics commands 

Materials Required : 

Self-Study: 

Textbook 
Laboratory: 

Textbook 

One (1) Floppy Disk 
dBASE III Program Disk 

dBASE III Data Disk from West Publishing Co. 
IBM PC 



Laboratory Handouts : None 
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Learning Activities (assignments) 
Laboratory: Complete Lab 2 

Understanding and Using dBASE in 

1. Part It Unit 3 

2. Part 2: Page 41 

3. Part 2: Unit 4 

4. Part 2: Unit 5 

5. Application A 

6. Application B 

Steps ; 

1. Read assignments in textbook 

2. Practice dBASE ill commands in textbook 

3. Answer Reviews Questions in textbook (if included) 

5 tllllltl SSLT* 6 * ACtivities in f*tbook included) 
6. Complete Test 2 

Evaluation ; 

Self-Study: 
Quiz #2 

Test #2 (objective) 
Laboratory: 

Application A (performance) 
Application B (performance) 



Student's Guide (Laboratory) Assignment 2 - Lab 2 
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STUDE NT'S GUIDE (LABORATORY) 
Assignment #3 - Lab 3 

Unit Title t dBASE III 

Assignment is Associated With: Unit 5 - dBASE in 
Time Required; 7 hours 

0bjeCtiVC ge abator' 16 ' 1011 ° f thiS Ub < the stu ^t will 



M££«S!ti5!« C !2 Cd P ° inter 8nd CUrrent "cord 
oif:!f! at f between sorting and indexinq 
Describe what ASCII collating sequence melns 

?o"% re ?n! te b6tWeen findin ^ l0 «t?ng 6anS 



1. 
2. 
3. 
4 . 

5. Sort a file 

6. Indexe a file 

7. Find a record 

8. Locate records 

tbe purpose a file b * th « ««• 



9. 
10 



11 

12, 
13. 
14. 

15. 



16. 
17. 



Describe the purpose of the various ooeratino 

^? eter „? nd h0W t0 alter th °*e paraSe^ers 9 
ntt*i n 8 l irector y of data files on a disk 

SKS: a 8 o°f f a 8 ! 1 ! 1 tUll o°r I * i t 

Copy alitor a portion of Jllll Vill ^a^heT' 

suiLm^ ? r 8 P° rtion of « ^ta file to a file 

ChISil y tS% CU " e ; t Set ! :inos of Unction keys 
Change the current settings of function keys 



Materials Required ? 

Self-Study: 

Textbook 
Laboratory: 

Textbook 

One (1) Floppy Disk 
dBASE in Program Disk 

$m S lc 11 ° ata ° iSk fr ° m W6St Wishing Co. 
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Laboratory Handouts ; None 



Learning Activities (assignments) : 
Laboratory: Complete Lab 3 

Understanding and Using dBASE III 

1. Part 2: Unit 6 

2. Part 2: Unit 7 

3. Application B 

4. Application C 



Read assignments in textbook 

Practice dBASE III commands in textbook 

Answer Reviews Questions in textbook (if included) 

Complete the Guided Activities in textbook (if included) 

Complete Quiz 3 ' 

Complete Test 2 



Evaluation : 

Self-Study: 

Quiz #3 (objective) 
Test #2 (objective) 

Laboratory: 

Application B (performance) 
Application C (performance) 



Student's Guide (Laboratory) Assignment 3 - Lab 3 
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Steps : 

1. 
2. 
3. 
4. 
5. 
6. 



Microcomputer Applications for Health Care Professionals 

STUDENT' S GUIDE (LABORATORY) 
Assignment #4 - Lab 4 

Unit Title : dBASE III 

Assignment Is Associated With : Unit 6 - dBASE III 
Time Required : 7 hours 

Objectives: Upon completion of this lab, the student will 
be able to: 

1. Differentiate among edit, change and replace commands 

2. Describe the various stages of the record deletion 
process 

3. Combine two data files 

4. Change selected fields of selected records 

5. Replace field contents on a selective basis 

6. Delete, recall, and purge records 

7. Modify the structure of a data file 

8. Define the terminology of reports 

9. Create and produces a report 

10. Create labels using dBASE III 

Materials Required : 

Self-Study: 

Textbook 
Laboratory: 

Textbook 

One (1) Floppy Disk 
dBASE III Program Disk 

dBASE in Data Disk from West Publishing Co. 
IBM PC 

Laboratory Handouts : None 
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Learning Activities ( assignments } ; 
Laboratory: Complete Lab 4 

Understanding and Using dBASE III 



1. Part 2: Unit 9 

2. Part 2: Unit 9 

3. Part 2: Unit 10 

4. Application C 

5. Application 0 



Steps ; 



1. Read assignments in textbook 

2. Practice dBASE III commands in textbook 

3. Answer Reviews Questions in textbook (if included) 

4. Complete the Guided Activities in textbook (if included) 

5. Complete Quiz 3 

6. Complete Test 2 

Evaluation ; 

Self-Study: 

Quiz #3 (objective) 

Test #2 (objective) 
Laboratory: 

Application C (performance) 
Application D (performance) 



Student's Guide (Laboratory) Assignment 4 - Lab 4 
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STUDENT'S GUIDE ( LABORATnp v ^ 
Assignment #5 - Lab 5 

mtntU, Applications for Health care Professionals 

S55!2S!SSUi »'iffl ! JWf I - Applications for 

Health Care Professionals 

Time Require 7 hourg 

ab U ?.° n tir Pleti0n ° £ thiS ^ *• "uaent will 
2' S«^fS " ts , th « Microcomputer for You?" 

»: : rax^s: Eft. 

7 Se^^h! f i el f' records »nd files 

8 llltriil St ° r J n9 information 
e. ^scribe sorting data 

10 SllfjJS* rep0rt generation 
Describe memory 

12" toillii? choo f in 9 a DBM program 

15 Sescr'ih! faciliti " management 

17. Describe medical records applications 

Material s Req uired. 

Self-Study: 
Textbook 
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Learning Activitie s (assignments) t 
Laboratory: Complete Lab 5 

Microco mputers in Health Care Management 

1. Chapter 3 and 6 
Paper: 

1. Use of microcomputers in the student's health 
care discipline 

2. Data base application designed by student 

Steps : 

1. Read assignments in textbook 

2. Test 2 

3. Complete paper 

Evaluation : 

Self-Study: 

Test #2 (objective) 
Laboratory: 

Application D (performance) 

Paper 



Student's Guide (Laboratory) Assignment 5 - Lab 5 



INSTRUCTOR'S COURSE 
SYLLABUS 
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INSTRUCTOR' S COURSE SYLLABUS 



COURSE TITLE; MICROCOMPUTER APPLICATIONS FOR HEALTH CARE 

PROFESSIONALS - dBASE III 



COURSE NUMBER : 



45 



Prefix No. Lecture Hrs. Lab Hrs. Credit Hrs. 



CATALOG DESCRIPTION! 



An introduction to microcomputer use in health care settings. 
Topics include computer system information, data base manage- 
ment, and applications for the for the health professional 



PREREQUISITE ; 
None 

TEXTS ; 

Essentials of Data Processing , by Nancy A. Floyd, 
Times Mirror/Mosby College Publishing, 1987. 

Microcom puters in Health Care Management , by 

William w. Christensen and Eugene I. Stearns, Aspen 
Publication, 1984. 

Understa nding and Using dBase III , by Steven C. Ross, 
West Publishing Company, 1986. 

NOTE TO INSTRUCTOR; You may want to have several copies 

of the textbook, Microcomputers in Health Care Management , 
available to students on reserve in the library if the 
cost of textbooks is a concern. 
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ALTERNATE TEXTS ; 

Concepts and Issues in Health Care Computing , 
by H . Dominic covvey, Nancy H. Craven, and 
Neil H. McAlister, C. V. Mosby Company, 1987. 

Using IBM Microcomputers, by Keiko M. Pitter and 

Richard L. Pitter, Mitchell Publishing, inc., 1986. 

REFERENCES ; 

Computer Annual, by Robert H. Blissmer, John Wiley 
& Sons, 1986-1987. 

Four Software Tools, by Tim Duffy, Wadsworth 
Publishing Company, 1987. 

?0W * g -U rjf £ ° r *?* IBM PC - bv Dravillas/Stillwell/ 

Williams, Times Mirror/Mosby College Publishing, 1986. 

Understanding and Usin g Microcomputers , by Steven M. 

1986* Cman and Leo M - Conrad, West Publishing Company, 

Using Appl ications Software , by Donald H. Bell, 
Ashton-Tate Publishing Group, 1986. 

EQUIPMENT AND MATERIALS REQ UIRED* 

HARDWARE: IBM PC with 2 disk drives and compatible 
printer per student 

SOFTWARE: dBASE III software and manual per student 

dBASE III Data Disk from West Publishing Co. 

INSTRUCTIONAL PROCESS : 

l ' 21*1 fi elf-paced course that will take approxi- 
mately 45 hours to complete for 1 hour credit! 

2. Reading and laboratory assignments can be found in 
the materials, Student's Guide (Laboratory), attached. 

3. A paper describing the use of microcomputers in the 
student's health care discipline will be required. 
The paper will contain a section on the use of data 

by S the a studeUt * **** ap P lication designed 

4. Tests and quizzes will be given. 



Instructor's Course Syllabus 



|ERjC 



(dBASE III) 
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5. 



Application program disks, data disks, and tests and 
quizzes are available from the check-out desk in the 
Learning Resource Center. 

6. All laboratory assignments, tests and quizzes, and the 
paper must be completed by the last day of the course. 
Although this is a self-paced course, there is a class 
schedule attached to the Student's Course Syllabus 
The student may use it as a suggested schedule to 
complete the course if so desired. 

7. The student who has knowledge and experience in any 
of the course content may demonstrate proficiency 
and receive credit for it by successfully completing 
paper' quizzes ' labor atory assignments, and/or the 

NOTE TO INSTRUCTOR ; 

The textbook, Essentials of Data Processing , by 
Nancy a. Floyd comes witn compiementarv copies of 
an instructor's guide, a test bank and a student 
study guide. A computerized testing package, 
Microtest, is also complementary when twenty-five 
(25) or more copies of the textbook is ordered for 
S ; i 2i« t0 P urchase - Contact C. V. Mosby Company 
at 1-800-325-4177 for procedures to secure these items. 

The textbook on dBASE III comes with complementary 
copies of an instructor's manual and test bank and 
the data disk listed in the software needs section. 
Contact West Publishing Co. at 1-800-328-9424 for 
procedures to secure these items. 



EVALUATION OF STUDENTS ; 

Examinations: Two unit tests will be given. 

Quizzes: Three quizzes will be given periodically. Each 
quiz will be similar to exam questions. 

Paper: One paper will be required. 

Laboratory Assignments: These will be found in the 
Student's Guide (Laboratory). 



Instructor's Course Syllabus 
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NOTE TO INSTRUCTOR ! 

Items for tests and quizzes on the Ployd and Ross 
textbooks are located in the materials available 
from the respective publishers. 

Items for tests and quizzes on the textbook, Microcom - 
puters in Health Care Management , by Christensen and " 
Stearns are attached to the Instructor's Syllabus. 



FINAL GRADE DETERMINATION ; 

■rr„2?J!Ii f semes * er wilx be determined based on the 
SiSSr fJl d PJ*?* 8 «rned. To determine a tentative grade, 
divide the total points earned by the total possible points. 

21 KlSfSf scal \ wi11 be strictly 90, 80, 70, 60 perlen? of 
the possible points. 

Approximately 40% of the total points will be from lab 
assignments, 20% from tests, 20% from quizzes, and 20% from 
tne paper. 



COMPETENCY STATEMENTS ; 

By the end of the course, the student will be able to: 



4 . 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

10. 
11. 
12. 
13. 

14. 
15. 

16. 

17. 
18. 
19. 
20. 
21. 
22. 



Initialize a diskette. 

Prepare a backup file, 

Maintain a backup file. 

Create an electronic database file. 

Key data into an electronic database file. 

Retrieve database files. 

Copy database files. 

Edit database files. 

Print document using continuous-feed paper on dot 

matrix, letter quality, and/or laser printer. 

Print document using single-sheet paper. 

Output information according to sort criteria. 

Send and receive messages via electronic mail system. 

import data from external source for graphics 

presentation. 

Log on to use network software. 

Describe the components of the information processing 
eye i€ • 

Describe the various technologies used to create, 
store, retrieve, process, and distribute information. 
Explain the basic concepts of database management. 
Explain the basic concepts of telecommunications. 
Define desktop publishing. 

Describe the components of computer hardware. 

Describe the two basic types of software. 

Explain the ways in which operating systems can be 

UScQ • 
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23. 

24. 

25. 
26. 

27. 

28. 



Describe the different levels of programming 
languages. 

Describe the role of computers in business and 
society. 

Explain the use of a local area network. 

Describe the factors to be considered in selecting 

a computer. 

Describe the factors to be considered in selecting 
applications software. 

Describe the role of computers in business and society 
(hospitals). 1 



COURSE OUTLINE: 



CONTENTS OF UNIT 1: Information on Computer Systems 

1. The components of computer hardware 

2. The two basic types of software 

3. The ways in which operating systems can bo used 

4. The different levels of programming languages 

5. The role of computers in business, medicine, allied 
health and society 

6. The factors to be considered in selecting a 
microcomputer 

7. The factors to be considered in selecting 
applications software 

8. The basic concepts of telecommunications 

9. The components of the information processing cycle 



CONTENTS OF UNIT 2: Information on Computer Systems (Cont.) 

1. The microcomputer revolution 

2. The database and its evolution 

3. The basic concepts of electronic spreadsheets 

4. The basic comcepts of wordprocessing 

5. The basic concepts of database management 
5. The use of graphics 

7. The use of networking 

8. The current issues in telecommunications 



CONTENTS OF UNIT 3: Data Base Management - dBASE in 

1. Getting Started on your Microcomputer 

2. Fundamental Data Base Operations 

3. The Data Base Concept 

4. The dBase Environment 
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CONTENTS OF UNIT 4: Data Base Management - dBASE in 

1. Data File Creation 

2. intermediate Data Base Operations 

3. Conditions/Expressions 

4. Summary Statistics 



CONTENTS OF UNIT 5: Data Base Management - dBASE III 



CONTENTS OF UNIT 6: Data Base Management - dBASE in 



CONTENTS OF UNIT 7: Data Base Management - dBASE III 
1. Applications for Health Care Professionals 



1. 
2. 



Data File Order and Search 
Operating Parameters and Disk Files 



1. 
2. 
3. 



Data File Changes 
Report Generation 
Label Generation 
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Microcomputer AppUc.tion, for H , aUh care pcofessionaii 

Test item s f or Texthonir. 
ferocomputers_ in Ji ealth Ca^e_Manaaej^nt 



CHAPTER 3 ; 
1. 



2. 



3. 



Microcomputers are generally designed to be used: 

by one person at a time 
r f s P ar t of a network 

d.' as an n ^? Cti ? n with a minicomputer 

as an adjunct to a mainframe computer 

Answer: a Reference: p. 3 8 

^Jiil?M r ^^ a ^ ^ «ina while 

purchase of a microcomputer system is 

*• the cost 

»• the memory capacity 
Answer: c Reference: p. 38 

Which is net . umitation of microcomputer programs, 

«j.goricnms in the program itself 
Answer: c Reference: p. 40 

Health care staff members mav f»«i 

«sociatea with the i.ffi nira £« 

a - relief 

b . anxiety 

c « excitement 

d « Possessiveness 

Answer: B Reference: p. 42 
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CHAPTER 3 cont. 

5. To encourage the health care staff to use the micro- 
computer constructively: 

a. develop a schedule so everyone works on the 
computer everyday 

b. assign one person at a time to work with an 
application program until he knows it well 

c. arrange demonstrations that show the effective- 
ness of the microcomputer by experts 

d. make assignments that allow staff members to 
interact with the computer in a useful and 
successful way 

Answer: D Reference: p. 43 
CHAPTER 6 : 

1. Which is the correct sequential progression? 

a. fields - records - files 

b. letters - data - records 

c. files - fields - documents 

d. characters - strings - reports 

Answer: A Reference: p. 157 

2. All data fields butted directly up against each 
other describes a: 

a. random access file 

b. document file 

c. sequential file 

d. non-document file 

Answer: C Reference: p. 158 

3. Data transfer rate is fastest when using a: 

a. floppy disk 

b. hard disk 

c. magnetic tape 

d. bubble sort 

Answer: B Reference: p. 161 
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CHAPTER 6 cont. 
4. 



When very large amounts of data u 
your best choice would be to use " be St0red < 



a. 
b. 
c. 
d. 



floppy disk 
hard disk 
magnetic tape 
bubble sort 



P. 162 



Answer: B Reference: 



a. 
b. 
c. 
d. 



special purchase tracking 
project tracking g 
facilities management 
transcendental functions 



Answer: D References: 



PP. 163, 165 and 170 
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